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LAP Prepared By: Dr. Thomas W. Smith

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.1 Improve your understanding of yourself as
an individual in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-range goals.

Performance Objective: 3.1.1 Complete the aptitude test available
through your counselor or work experience education coordinator.
Discuss the results with the appropriate school person, and list
your strongest aptitudes.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

1. Accurately identify your three (3) strongest
aptitudes.

2. Identify a minimum of five occupations for
which you have aptitudes equal to or higher
than the average employee in those occupations.

RATIONALE

This LAP is designed to help you discover what your
strongest aptitudes are and what types of careers are
adapted to people with aptitudes like yours.

DIRECTIONS

In this LAP you will (1) confer with your counselor re-
garding the meaning of your aptitude test scores; (2)
profile your aptitude test scores and identify your
strongest aptitudes; and (3) compare your own aptitude
test profile with the aptitude profiles of the 100
occupations that employ 90% of the workers in California.



PRE-TEST EXPLANATION

You have read what you should be able to do by the time you complete
this LAP. Perhaps you are well informed right now regarding your
aptitudes and feel you can meet these objectives at this time. Try
the pre-test that follows (page three). If you have previously
complete the Differential Aptitude Tests and have scores on file
in the counseling office, ask you counselor to compare your
estimated aptitude levels with your actual levels as measured
by the Differential Aptitude Tests. If you can estimate accurately
the level of your three strongest aptitudes as measured by the
Differential Aptitude Tests, you will receive full credit.

If you were unable to accurately estimate your three strongest
aptitudes as measured by the Differential Aptitudes Tests, or if
you have not had a previous opportunity to complete the Differential
Aptitude Tests, begin this LAP with Required Activity #1 on page 5.

PRE-TEST INSTRUCTIONS

Using the pre-test form entitled Differential Aptitude Tests (pages 3-4)
estimate accurately the level of your aptitudes by assigning ratings
of (a) top 25%; (b) middle 50%; or (c) lower 25% to the eight aptitudes
listed on the form. (To pass this test you must accurately estimate
the level of your three strongest aptitudes.)

SPECIAL NOTE: Upon completion of this LAP, return pages 1-13 to the
coordinator of the work experience program or to the
member of the school staff who has worked with you
on this LAP.
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PRE-TEST

DIFFERENTIAL APTITUDE TESTS

What is aptitude?

Simply -- aptitude is the capacity to learn. You take aptitude tests in
order to be able to make better predictions of how you can expect to
develop in school and in a job.

The test results will help you evaluate your relative strengths and
weaknesses in a variety of aptitudes which are important to your
educational progress and your career choices.

VERBAL REASONING (VR) My estimated level is: (Circle one)

A. Upper 25%, B. Middle 50%, C. Lower 25%

Verbal reasoning is important in all academic and most non-academic
subjects in high school. If you were to take only one test, VR would
be the best all-around predictor of how well you can do in school,
especially in the academic subjects. Students who score average or
better should seriously consider college; those well up in the top
quarter may consider the highly selective colleges.

NUMERICAL ABILITY (NA) My estimated level is: (Circle one)

A. Upper 25%, B. Middle 50%, C. Lower 25%

Students who do well on this test are also likely to do well in the
arithmetic and measuring so common in business offices, factories,
service shops and stores.

Numerical ability is useful in such jobs as laboratory assistant,
bookkeeper, statistical clerk, foreman, or shipping clerk. Many
of the jobs in the skilled trades in manufacturing or construction
work require considerable numerical ability.

VR + NA (Measure of Scholastic Ability)

My estimated level is: (Circle one)

A. Upper 25%, B. Middle 50%, C. Lower 25%

Your combined score on these two tests provides a good estimate of
your scholastic aptitude--your ability to complete the college pre-
paratory courses in your school and to succeed in college.

CLERICAL SPEED AND My estimated level is: (Circle one)
ACCURACY (CSA)

A. Upper 25%, B. Middle 50%, C. Lower 25%

Clerical speed and accuracy measures how quickly and accurately you
can compare and mark written lists such as of names or numbers.

Aptitude for CSA is important in many kinds of office jobs, such as
record-keeping, addressing, pricing, order-taking, filing, coding,
proofreading, and keeping track of tools or supp:ies.
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PRE-TEST - Continued

ABSTRACT REASONING My estimated level is: (Circle one)
(AR)

A. Upper 25%, B. Middle 50%, C. Lower 25%

Using diagrams, the abstract reasoning test measures how easily and
clearly you can reason when problems are presented in terms of size
or shape or position or quantity or other non-verbal, non-numerical
forms. The repairman troubleshooting an unusual breakdown, the
chemist, physicist or biologist seeking to understand an invisible
process, the programmer planning the work of an electronic computer,
the systems engineer--all find this ability useful. Carrying out a
logical procedure in your mind is important here.

MECHANICAL REASONING My estimated level is: (Circle one)

A, Upper 25%, B. Middle 50%, C. Lower 25%

Students who do well on the mechanical reasoning test usually like
to find out how things work. They often are better than average
at learning how to construct, operate, or repair complicated equipment.

SPACE RELATIONS My estimated level is: (Circle one)
(SR)

A. Upper 25%, B. Middle 50%, C. Lower 25%

Students who do well on SR should have an advantage in work such as
drafting, dress designing, architecture, mechanical engineering,
die-making, building construction, and some branches of art and
decoration. A good machinest, carpenter, dentist or surgeon needs
this sense of the forms and positions of things in space.

LANGUAGE USAGE My estimated level is: (Circle one)

A. Upper 25%, B. Middle 50%, C. Lower 25%

Spelling measures how well a person can spell common English words.
Among other things, it is an excellent predictor of ability to learn
typing and shorthand.

Grammar measures how well a person can recognize mistakes in the
grammar, punctuation, and wording of easy sentences. it is among
the best predictors of ability to earn good grades generally in
high school and college.

Name



ACTIVITIES

REQUIRED

To prepare to do the objectives previously stated, you will be
doing the following activities:

1. Request the counseling office to provide you with an inter-
pretation of your scores on the Differential Aptitude Test
(DAT). Arrange to take the DAT if you have no previous DAT
scores on file. Use Form A - -Test Information Request (page 6)
to complete this step.

2. Prepare a profile of your DAT scores and identify your strongest
aptitudes. Use Form B -- Aptitude Profile (page 7) to record your
tested aptitudes and to verify this step.

3. Identify a minimum of five occupations for which you have aptitudes
equal to or higher than the average employee in those occupations.
Use Form C-- Estimate of Worker Trait Requirements for 100 Occupations
in Which 90% of Californians are Employed (pages 8 and 9) to locate
these occupations. List these occupations and record their average
aptitudes, along with your own, in the spaces below.

1.

2.

3.

4.

5.

Occupations

OPTIONAL

Occupation Your
Aptitudes Aptitudes

G V N S P Q GVN SPQ

elm 00

111. ,111 111.

_

MN.

IMM

IMM

1. Circle one or more of the following questions that you would like
to discuss with your counselor or work experience coordinator and
add any questions of your own:

a. What can I do if I think I have more aptitude than my tests indicate?
b. Do my aptitude test scores improve with my age?
c. How can I locate occupations that fit my aptitudes?
d. Does job success depend upon my aptitude test scores?
e. What can I do when most of my aptitude scores are low?
f. Can I have aptitudes that don't show up on school tests?
g. Other

2. View the sound-filmstrip Aptitude Test Scores: A Picture Story and
answer correctly at least eight of the ter item Aptitude Test Quiz
(page 10). Source of filmstrip: Educationel Research and Development
Institute, Box 262, Warrensburg, Missouri.,
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FORM A

TEST INFORMATION REQUEST

1. Make an appointment with your counselor to receive an
interpretation of your Differential Aptitude scores.

2. If you do not have DAT scores on file, make appointments
to complete the DAT and receive an interpretation of the
scores.

3. Have this form filled out in the counseling office to
verify your DAT testing:

test on

(Name)

(date)

completed the DAT

(Counselor's signature)

4. Have this form filled out in the counseling office to
verify the interpretation of your DAT test scores:

My test scores were interpreted on

by

(date)

(Counselor's signature)

(Student's signature)
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APTITUDE TEST QUIZ

Circle one or snore letters for each question to indicate your
answer.

1. Aptitude tests do which of the following:

a. Predict capacity for future learning
b. Indicate past school success
c. Provide a single IQ score
d. Provide a camparison with other students
e. None of these

2. A 60th percentile score indicates:

a. 60 answers correct
b. 60 percent of the answers correct
c. 60 percent of students scored higher
d. 60 percent of students scored lower
e. None of these

3. Students planning enrollment in a four year college should have a
minimum verbal aptitude score of:

a. Above the 90th percentile
b. No lower than the 75th percentile
c. At least to the 50th percentile
d. A minimum of the 25th percentile
e. No minimum score necessary

4. Above average ability in understanding and expressing ideas in words
(verbal ability) is essential in a variety of occupations, including:

a. Machine operations
b. Supervision and management
c. Trucking
d. Cashiering
e. All of these

5. Above average ability in seeing how things go together (space
relations) is essential in which of the following occupations:

a. Sheet metal workers
b. Dental technicians
c. Artists
d. Watch repairmen
e. All of these

6. Above average-ability to understand and reason with numbers combined
with average verbal ability is a typical pattern for:

a. Beauty operators
b. Salesmen
c. Bookkeepers
d. Computer technicians
e. All of these



I
APTITUDE TEST QUIZ - Continued

7. Average or higher aptitude scores in the ability to reason without
words and using only diagrams and forms (abstract reasoning) is
more important than average or high aptitude scores in language
usage for which of the following occupations:

a. Computer programmers
b. Telephone linemen
c. Electricians
d. Mechanics
e. All of these

S. Helen and Bob both scored at the 75th percentile on the mechanical
reasoning test. This means:

a. Both made high scores
b. Both made scores higher than 75 percent of the students they

were compared with
c. Both should consider a career in a mechanical field
d. Both will make high grades in electronics
e. All of these

9. Aptitude test scores are best used to:

a. Make career decisions for students
b. Award scholarships
c. Admit students into college
d. Select people for jobs
e. None of these

10. I feel that aptitude scores should:

a. Be considered along with other information
b. Be used as guideposts instead of maps
c. Be discussed carefully with people who understand them best
d. Not allowed to make decisions for people
e. All of these

Name

12



1. A, D

2. D

3. C

4. B

5. E

6. C, D

7. E

8. A, B

9. E

10, E

ANSWER KEY

-12- .13



POST TEST ACTIVITY

The primary objective of this LAP was to acquaint you with your
aptitudes and to enable you to identify your strongest aptitudes.
To demonstrate that you have accomplished these primary objectives,
select your three strongest aptitudes from the following list and
list them in the order of your strengths:

- Verbal Reasoning (VR)

- Numerical Ability (NA)

- Scholastic Aptitude MR + NA)

- Clerical Speed and Accuracy (CSA)

- Abstract Reasoning (AR)

- Mechanical Reasoning (MR)

- Space Relations (SR)

- Language Usage (LU)

My strongest aptitudes are:

1.

2.

3.

Return the completed LAP (pages 1-13) to the coordinator of the work
experience program or to the member of the school staff who has
worked with you on this LAP. He will check with your counselor to
verify that you have accurately identified your three strongest
aptitudes.

Name Date LAP Completed

-13-
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WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.1 Improve your understanding of yourself as an
individual in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-range goals.

Performance Objective: 3.1.2 Complete the interest inventory
available through your counselor or work experience education
coordinator; discuss the results with the appropriate school
person, and list your main interests according to the inventory.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

1. List your three (3) strongest interests.

2. Identify "sample" occupations for your three (3)
strongest interests.

RATIONALE

This LAP is designed to help you discover your strongest

interests and to learn what types of occupations are

entered by people with interests like yours.

DIRECTIONS

In this LAP you will (1) confer with your counselor

regarding the meaning of your interest test scores;

(2) identify your strongest interests and weakest

interests; and (3) identify "sample" occupations

entered by people with different interests.

15



4-

PRE-TEST EXPLAMATIOli

Perhaps you have had an opportunity in school to take an Interest
Survey and discuss the results with your counselor or teacher.
If you have :taken an Interest Survey and think that you can iden-
tify accurately your strongest interests, try the pre-test that
follows on pages 3 and 4. When you have completed the pre-test,
ask your counselor to compare your estimated interest levels with
your actual interest levels as measured by the Kuder Preference
Record, Vocational C or the Kuder General Interest Survey E. (Source
of Surveys: Science Research Associates, Inc., 259 East Erie Street,
Chicago, Illinoi_ 0611.) If you can estimate accurately the level
of your three strongest interests as measured by either of these
surveys, you will receive full credit for this LAP.

If you are unable to estimate accurately your three strongest
interests as measured by either of the Kuder Surveys, or if you
have not had a previous opportunity to complete a Kuder Survey,
begin this LAP with Required Activity #1 on page 5.

PRE-TEST INSTRUCTIONS

Using the following pre-test fom entitled Your Interest Profile
(pages 3 and 4), estimate accurately the level of your interests by
assigning ratings of (A) Upper 25%; (B) Middle 50%; or (C) Lower 25%
to the ten interests listed on this form.

To pass this test, you must accurately estimate the level of your
three strongest interests. Your counselor's signature will indicate
that you have successfully estimated your three strongest interests.

SPECIAL NOTE: Upon completion of this LAP, return pages 1-16 to the
Coordinator of the Work Experience Program or to the
member of the school staff who has worked with you
on this LAP.

-2-
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PRE-TEST

YOUR INTEREST PROFILE

We say a person has an interest in an activity when he finds it satisfying,
when he enjoys doing it and talking about it, and when he tries to do his
best at it. When we dislike an activity, we aren't likely to have an
interest in it. Estimate the level of your interests in the ten (10)
areas measured by the Kuder Survey.

OUTDOOR interest means preference for work or activity that keeps
you outside most of the time--usually work dealing with plants and
other growing things, animals, fish, and birds.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

MECHANICAL interest means preference for working with machines and
tools. If you like to tinker with old clocks, repair broken objects,
or watch a garage mechanic at work, you might enjoy shop courses in
school.

My estimated level is- (Circle one)

A. Upper 25% ''
B. Middle 50%
C. Lower 25%

COMPUTATIONAL interest indicates a preference for working with numbers
and an interest in math courses in school.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

SCIENTIFIC interest is an interest in the discovery or understanding of
nature and the solution of problems, particularly with regard to the
physical world. If you have a high score in this area, you probably
enjoy working in the science lab, reading science articles, or doing
science experiments as a hobby.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

PERSUASIVE interest is an interest in meeting and dealing with people,
in convincing others of the justice of a cause or a point of view, or
in promoting projects or things to sell. If you have a high score in
this area, you may enjoy such activities as debating, selling tickets
for a school play or dance, or selling advertising space for the school
paper.

My estimated level is: (Circle one)

A. upper 25%
B. Middle 50%
C. Lower 25%

-3-
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PRE-TEST (Continued)

ARTISTIC interest indicates a preference for doing creative work with
the hands - -usually work involving design, color and materials. If you

like to paint, draw, sculpture, decorate a room, design clothes, or work
on sets for school plays, you are probably high in this interest.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

LITERARY interest is an interest in reading and writing. If you have
a high score on the literary scale, English is probably one of your
favorite subjects, and you may enjoy writing for the school paper
or magazine.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

MUSICAL interest usually is demonstrated by persons who enjoy going to
concerts, playing an instrument, singing or reading about music and
musicians.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

SOCIAL SERVICE interest indicates a preference for activities that
involve helping people.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

CLERICAL interest means a preference for work that is clearly defined
for you - -work that involves specific tasks requiring precision and
accuracy. If you have high clerical interest, you probably enjoy
school subjects and activities that require attention to detail.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

To pass this test, you must accurately estimate the level of your
three strongest interests. Your counselor's signature will indicate
that you have successfully estimated your three strongest interests.

Counselor's
Signature

-4-
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LEARNING ACTIVITIES AND RESOURCES

REQUIRED

ACTIVITY 1. To get the information you will need to understand y
interests, request the counseling office to provide y
with an interpretation of your scores on the Kuder Su
Arrange to take the Kuder Survey if you have no previo
Kuder scores on file. Use Form A--Interest Survey Inf

ur

ou

vey.

us

r-
mation Request (page 6) to complete this step.

ACTIVITY 2. To show the strength of your interests, prepare a profil
of your Kuder scores and identify your strongest interes
Use Form B--My Interest Profile (page 7) to record your
measured interests and to verify this step.

ACTIVITY 3. In order to point out your strongest interests in another
way, choose those activities you "like most" from a special
list of sample work activities and compare your choices
against your three (3) strongest interests indicated by
the Kuder Survey. Use Form C--Sample Work Activities
(pages 8 and 9) to complete this activity.

s.

ACTIVITY 4. To help you understand how interests are related to the
choice of an occupation, write in the name of the Kuder
Interests that you think people would have in common who
select the occupations grouped on page 10. Use Form D --
Occupational Groups Related to Kuder Interest Areas (page 10)
to complete the first part of this activity; then compare
your choices with information provided on page 11 and indicate
the number of occupational groups that you correctly matched
with the Kuder Interests listed on page 11.

ACTIVITY 5. Complete the post test on pages 14, 15 and 16 and ask your
counselor to check your results and add his signature.

SPECIAL NOTE: Upon completion of this LAP, return pages 1-16 to the
Coordinator of the Work Experience Program or to the
member of the school staff who has worked with you on
his LAP.

OPTIONAL

ACTIVITY 6. Your hobbies are indicators of your interests. In order
to understand how your hobbies are related to your interests,
review the filmstrip What Do You Like To Do? (Source of
filmstrip: Society for Visual Education, Chicago 14, Illinois.)
List your hobbies on Form E--Hobbies and Interests (page 12).
Tell what you most like to do in one of your hobbies. Explain
what this tells about you as a person.

ACTIVITY 7. You have had a chance to identify your strongest interests and
to review the type of occupations frequently entered by
people with your interests. To prove that you understand
the link between interests and occupations, list the
occupations frequently entered by people with your three
(3) strongest interests. Record your ideas on pages 13.

-5- Name
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FORMA

INTEREST SURVEY INFORMATION REQUEST

1. Make an appointment with your counselor to receive an interpretation
of your scores on the Kuder Survey.

2. If you do not have previous scores for the Kuder Survey on file,
make an appointment to complete the Kuder Survey and receive an
interpretation of your scores.

3. Have this form filled out in the counseling offices to verify
that you have taken the Kuder Survey.

(Name)

Survey on

(date)

completed the Kuder

(Counselor's Signature)

4. Have this form filled out in the counseling office to verify
the interpretation of your scores on the Kuder Survey.

My scores on the Kuder Survey were interpreted on

by
(date)

(Counselor's signature)

(Student signature)

Name



1 FORM B.1

MY INTEREST PROFILE

Using your Kuder scores secured from your counselor in Required Activity #1,

complete the following profile by darkening in each column up to the appropriate

percentile rank. List your three (3) highest interests and their scores in the

spaces below the profile chart.

1.

2.

3.

97

95

.....

1._

97 -
14

N - - '3

sl

31 - 11

20 -

10 10

97

95

GO

54

11

MY THREE HIGHEST INTEREST SCORES ARE:

INTERESTS SCORES

-7-
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FORM C

SAMPLE WORK ACTIVITIES

The level of your interest in ten (10) different areas was measured on
the Kuder Survey by asking you to indicate which activities you "liked
most" and which you "liked least" among approximately 450 work activities.
To help you understand and point out your three (3) strongest interests
in another way, indicate which of the following sample activities you
"like most." When you have completed this activity, look on page 9
to see if the sample activities you checked are consistent with your
three (3) strongest interests as indicated by the Kuder Survey.

CHECK THE ACTIVITIES YOU "LIKE MOST":

Be a guide at a guest ranch

Repair and refinish old furniture

Compute bills for a store

Make a chemical analysis of soil
samples

Do house-to-house selling

Decorate furniture

Write humorous messages for
greeting cards

Manage a music store

Interview applicants for welfare

Take telephone orders in a
florist's shop

Grow flower seeds

Repair home appliances

Do work which requires a lot of
mental arithmetic

Discover a cure for hay fever

Settle labor disputes

Name

Draw plans for houses

Write feature articles for a
newspaper

Compose a theme song for a
local radio show

Help young people select careers

Be a private secretary

Raise vegetables on a small farm

Build a hand loom

Add columns of figures

Do research on the causes of
earthquakes

Sell life insurance

Paint pictures

Read proof for a newspaper

Arrange music for an orchestra

Take care of deaf people

Do typing and filing



FORM C

SAMPLE WORK ACTIVITIES - (Cont'd)

DIRECTIONS

On page 8 you checked the Sample Work Activities that you "liked most."
Locate those activities on this page and underline each one that you
checked on page 8. Count the number of your "liked most" activities
that are grouped under your three (3) strongest interests and record
the numl.er in the appropriate space at the bottom of this page; also
record I.:;.;e number that are not grouped under your three (3) strongest
interests.

CLASSIFICATI6N OF SAMPLE WORK ACTIVITIES BY KUDER INTEREST GROUPS

OUTDOOR ARTISTIC

Be a guide at a guest ranch
Grow flower seeds
Raise vegetables on a small farm

MECHANICAL

Rapair and refinish old furniture
Repair home appliances
Build a hand loom

COMPUTATIONAL

Compute bills for a store
Do work which requires a lot of

mental arithmetic
Add columns of figures

SCIENTIFIC

Make a chemical analysis of soil
samples

Discover a cure for hay fever
Do research on the causes of

earthquakes

PERSUASIVE

Do house-to-house selling
Settle labor disputes
Sell life insurance

Decorate furniture
Draw plans for houses
Paint pictures

LITERARY

Write humorous messages for greeting cards
Write feature articles for a newspaper
Read proof for a newspaper

MUSICAL

Manage a music store
Compose a theme song for a local radio show
Arrange music for an orchestra

SOCIAL SCIENCE

Interview applicants for welfare
Help young people select careers
Take care of deaf people

CLERICAL

Take telephone orders in a florist's shcp
Be a private secretary
Do typing and filing

MY THREE (3) STROMEST INTERESTS ON THE KUDER SURVEY ARE:

1. 2. 3.

Number of "liked most" work activites consistent with my strongest
interests.

Number of "liked most" work activities not consistent with my
strongest interests.

-9-
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FORM D

OCCUPATIONAL GROUPS RELATED TO
KUDER INTEREST AREAS

DIRECTIONS

To help you understand how interests are related to occupations, write
in the name of the Kuder Interest that you think people would have in
common who select the occupations grouped below. When you have completed
this activity, look on page 11 and compare your write-in answers with
the information provided on page 11. The ten Kuder Interests are:

Artistic Computational Mechanical
Clerical Literary Musical

(Write in common interest)
News Reporter
Teacher
Librarian
Actor

(Write in common interest)
Lab Technician
Dietitian
Chemist
Dental Assistant

(Write in common interest)
Forest Ranger
Gardener
Nurseryman
Animal Breeder

(Write in common interest)
Lawyer
Sales Clerk
Advertising Agent
Auctioneer

(Write in common interest)
Accountant
Bookkeeper
Cashier
Statistical Clerk

-10-

Outdoors Scientific
Persuasive Social Service

(Write in common interest)
Nurse
Counselor
Hospital Attendant
Clergyman

(Write in common interest)
Secretary
File Clerk
Typist
Mail. Clerk

(Write in common interest)
Music Teacher
Composer
Musician
Dancer

(Write in common interest)
Mechanical Engineer
Carpenter
Mechanic
Cook

(Write in common interest)
Artist
Draftsman
Beautician
Dressmaker

Name

24



FORM D

OCCUPATIONAL GROUPS RELATED TO
KUDER INTEREST AREAS

(Coned.)

On page 10 you wrote in the name of the Kuder interest
people would have in common who selected occupations w
groups. Compare your write-in interests on page 10 wit
interests typed in for each group on this page.

s that you thought
thin the different
h the column

LITERARY SOCIAL SC

News Reporter
Teacher
Librarian
Actor

SCIENTIFIC

Lab Technician
Dietitian
Chemist

Dental Assistant

OUTDOORS

Forest Ranger
Gardener
Nurseryman
Animal Breeder

PERSUASIVE

Lawyer
Sales Clerk
Advertising Agent
Auctioneer

COMPUTATIONAL

Accountant
Bookkeeper
Cashier

Statistical Clerk

IENCE

Nurse
Counselor
Hospital Att
Clergyman

CLERICAL

end ant

Secretary
File Clerk
Typist
Mail Clerk

MUSICAL

Music Teacher
Composer
Musician
Dancer

MECHANICAL

Mechanical Engineer
Carpenter
Mechanic
Cook

ARTISTIC

Artist
Draftsman
Beautician
Dressmaker

For the occupational groups listed on page 10 I wrote in

accurately the common interest times.
--(EURFiET

Name
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FORME

HOBBIES AND INTERESTS

After viewing the filmstrip What Do You Like To Do? list your hobbies
in the spaces below. Tell what you most like to do in one of your
hobbies. Explain what this tells about you as a person. (Source of
filmstrip: Society for Visual Education, Chicago 14, Illinois.)

MY HOBBIES ARE:

WHAT I MOST LIKE TO DO IN ONE OF MY HOBBIES:

WHAT THE THINGS I LIKE TO DO IN ONE OF MY HOBBIES TELLS ABOUT ME
AS A PERSON:

Name

-12-
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MY THREE (3) STRONGEST INTERESTS

You have had a chance to identify your strongest interests and to review
the type of occupations frequently entered by people with your interests.
To prove that you understand the link between interests and occupations,
list the occupations frequently entered by people with your three (3)
strongest interests.

MY THREE (3) STRONGEST INTERESTS ARE: (LIST THREE (3) OCCUPATIONS BELOW
EACH OF YOUR INTERESTS.)

1. 2. 3.

To pass this activity, you must accurately identify at least three (3)
occupations for each of your three (3) strongest interests. Your
counselor's signature will indicate that you have accurately identified
these occupations.

Counselor's
Signature

-13-
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POST TEST

YOUR INTEREST PROFILE

We say a person has an interest in an activity when he finds it satisfying,
when he enjoys doing it and talking about it, and when he tries to do his
best at it. When we dislike an activity, we aren't likely to have an
interest in it. Estimate the level of your interests in the ten (10)
areas measured by the Kuder Survey.

OUTDOOR interest means preference for work or activity that keeps you
outside most of the time--usually work dealing with plants and other
growing things, animals, fish and birds.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

MECHANICAL interest means preference for working with machines and tools.
If you like to tinker with old clocks, repair broken objects, or watch a
garage mechanic at work, you might enjoy shop courses in school.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

COMPUTATIONAL interest indicates a preference for working with numbers
and an interest in math courses in school.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

SCIENTIFIC interest is an interest in the discovery or understanding of
nature and the solution of problems, particularly with regard to the physical
world. If you have a high score in this area, you probably enjoy working
in the science lab, reading science articles, or doing science experiements
as a hobby.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

-14-
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PERSUASIVE interest is an interest in meeting and dealing with people,
in convincing others of the justice of a cause or a point of view, or
in promoting projects or things to sell. If you have a high score in
this area, you may enjoy such activities as debating, selling tickets
for a school play or dance, or selling advertising space for the school paper.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

ARTISTIC interest indicates a preference for doing creative work with
the hands--usually work involving design, color, and materials. If you
like to paint, draw, sculpture, decorate a room, design clothes, or work
on sets for school plays, you are probably high in this interest.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

LITERARY interest is an interest in reading and writing. If you have a
high score on the literary scale, English is probably one of your favorite
subjects, and you may enjoy writing for the school paper or magazine.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

MUSICAL interest usually is demonstrated by persons who enjoy going to concerts,
playing an instrument, singing, or reading about music and musicians.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

SOCIAL SERVICE interest indicates a preference for activities that involve
helping people.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

-15-
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CLERICAL interest means a preference for work that is clearly defined
for you--work that involves specific tasks requiring precision and
accuracy. If you have high clerical interest, you probably enjoy
school subjects and activities that require attention to detail.

My estimated level is: (Circle one)

A. Upper 25%
B. Middle 50%
C. Lower 25%

To pass this test, you must accurately estimate the level of your
three (3) strongest interests. Your counselor's signature will
indicate that you have successfully estimated your three (3) strongest
interests.

Counselor's
Signature Name

-16-
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LAP Prepnred By: Thomas G. Schmitt

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.1 Improve your understanding of yourself as an
individual in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short -range and
long-range coals

Performance Objective: 3.1.3 Compare your aptitudes and interests
with your performance in the classes you arc now taking

. NOTE TO THE STUDENT

By the time you complete this LAP you will:

1. Be nble to define the term "aptitude" and "interest."

2. Be .,ble to show where your interests, r're s....pported by

your aptitudes and where they are not.

3. Heve do-mmonted the fact that whrIn n class requires
,,,ptitAes and interests you possess, you will generally
do well in thnt clnss. If you do not possess the proper
interests nnd. nptit,Aes, you may not do well.

RATIONALE

This Learning Activity Package is designed to help yoP see that

each area of endeavor revires certain aptitudes as well as

interests AND to help you apply this knowledge to your

activities in the classes yoP Tire taking in school.

DIRECTIONS

In this LAP you will study what aptitudes nnd interests arc,

and what YOUR aptitudes and interests are. Yom will list

specific aptitudes nnd interests for the classes you are

taking nnd you will indicate rensons for your saccess, or

lack of same, in each class.



PRETEST

INSTRUCTIONS: Complete all items in this PreTest And score
According to the PreTet Scoring Key on page 4 of this LAP.
Turn Pre `Pest in to your Coordinator of Work Experience Education
nnd follow directions at the end of the Scorinc Key.

1. List each class you nol: taking and indicate if it is a
vocationnl (For the purpose of thin LAP, a vocational class is
Any class that will help you perform the duties of your present
job or will help you in a direct vply attain your career objective)
class by checking the space: headed VOC.

CLASS VOC. ^T ,1^r

(Score ]. point for each class up to 6, and 1 point for each
correct VOC. to 6)

2. Define tho tom "aptit.;de."

VOC

(Score up to 10 pointsmost indicate ideas indioated in
Scoring Key)

3. Indicate two (2) aptitudes and one (1) intorest necessary for
rrIccess in each Plass yoo are now enrolled in.

Class:

Aptitudes: (a)

(b)

(a)Interest:

Class:

Aptit,Ides: (a)

(b)

Interest: (n)

32



Pre-Test (continued).

Class:

P,ptitudes: (ii)

(b)

Interest: (m)

Aptitndes: (c)

(b)

Interest: (a)

Artitudes: (a)

(b)

Interest: (A)

nn=
Aptitude::: (..)

(t)

Interest: (m)

(Score 3 points total for each - 1 roint for oNch mptitudo
.:rd interczt cited that is aITlicable)

=1. To interest in an Am: of work ral that is necessary for success
in that activity? Yee No E.::plain your response.

(Scoring - up to 10 points rind must include thoughts indicated
in Seorine. Kay)

5. Define the term "interest" as it would :vpply to you in your
porsrit of a career objective.

(Scoring - up to 10 points ttnd must include concepts indicated
in Scoring Key)

-3-



PRE-TEST (Scoring Key)

1. Classes listed should be Acceptable. A check with the class
teacher or the Coordinator of Work Experience Education would
verify the 'roc. responses.

2. Kimbrell flnd Vineyard in Succeedins- in the World of Work state
thr.t uptitnde is nn observable behavior which indicates skill,
or nt least the nbility to perform specific ustivities.

The -1nsses listed shoule be those of item #1 stove. The
aptitudes will vary with each nlass, b.rt will generally innlude:
Intelli7enco, Verbal, Numberincl, rrid Clerifsal :'crception.
Specialty classes mny well innlude nny or all of the aptitudes
listed on page 653 of Volume IT of the third edition of the
Dintionary of Occupational Titles.

4. The answer. is O. The reason for this is not ns open-ended as
many micht believe. Tf a person lacks the vital aptitude for
s-mess in a given :'Tr., there 13 no wv he ekn be a success.
A person :ho wants to be an rtrt teanher and is -olor-blind may
have more than diffinfllt tame in this field. This dces not
moan thnt a. high level of interest in A given field would not
mal :c it possible for a person to overnome a low aptitude in that
hre once ho in nware of the requirements for success in thnt
antivity.

Kimbrell ::old Vinoyord states that then(' things that ind.

yoa are those activities that you know you would like to do
that you Cocl comfortable in and/or nrc exniting to yon. You
will find that you Penerally do well those things that are of
interest to you.

Total possiblc score en tht.; rre-Thst is 60 points. If you snored
45 or better, yoll did well, regardless of your score.

Turn the Pre-Test in to or Coordinator of Work Experience Education
and bwfin work on Activity ill of thn Learning Activity Pacic%!ge.

34
-4-
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LEARNING ACTIVITIES AND RESOURCES

INSTRUCTIONS: It is required that you complete all of the activities indicated
since you will build upon the information gained in the previous
activity.

ACTIVITY #1. In order to compare your aptitudes and interests with your
performance in the classes you are now taking, you must know
your aptitudes and interests. We will start by investigating
your areas of interest. Are you interested in mechanical
activities, social service, or persuasive activities?
Activity #1 should help you become more aware of your interests.

Read the following description of interests and on the form
provided for Activity #1 on page 6 indicate your relative
interest in each. (Do no begin the work on the form until
you have read the entire activity.)

OUTDOOR interest means that you perfer work that keeps you outside most
of the time. You would usually be dealing with animals and growing
things. Forest rangers, naturalists, and farmers are among those high
in outdoor interests.

MECHANICAL interests mean you like to work with machines and tools.
This includes such jobs as automobile mechanic, machinists, watchmakers,
and engineers.

COMPUTATIONAL interests mean you like to work with numbers. Bookkeepers,
accountants, or bank tellers are included in the list of jobs for people
who have high interest in this activity.

SCIENTIFIC interest means you like to discover new facts and solve
problems. Doctors, chemists, engineers, aviators, and dietitions
usually have high scientific interests.

PERSUASIVE interest means that you like to meet and deal with people and
to promote projects or things to sell. Most politicians, radio announcers,
writers, salesmen, and store clerks have high persuasive interests.

ARTISTIC interest means you like creative work; work you can do with
your hands. It is usually work that involves design, color, and materials.
Painters, architects, dress designers, and interior decorators all do
"artistic" work.

LITERARY interest indicates that you like to read and write. Jobs in
this area include novelists, teachers, news reporters, editors, librarians,
and drama critics.

MUSICAL interest shows you like going to concerts, playing instruments,
singing, or reading about music and musicians.

SOCIAL SERVICE interest indicates a preference for helping people. Teachers,
personnel workers, nurses, counselors,, and ministers spend their time
helping other people.

-5-
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CLERICAL interest means you like office work that requires precision
and accuracy. Bookkeepers, accountants, file clerks, secretaries,
statisticians, :4nd traffic managers re included in this Area.

If you have already_ taken an interest survey (Voc. 3.1.2), compare
whqt you feel your interests are with what the survey indicates your
interests are. If you haven't responded to fin interest survey, check
with your Coordinator of cork Experience Education to see if it would
be possible to take one. (The KUDER--Strom; Vocational Interest Plank
or the 011,10 Vocational interest Survey would give you information that
would help you in this activity.)

Follow the directions when filling out the form for Activity /11.
By doing co, the chart will aid in giving visal ':ompyrison of
your interests.

FM:: FOR ACTIVITY

TarRUCTIOKS: Use "X" to indic:'tc yoor feeling in filling out this
form n.t ',his time.

Use "Kt' to indicIte the level indi:tated by the Ktder
interest inventory.

Use "S" to indleate the level indic4ted by the Strong
Vocntional Interest Plank.

a. Use "0" to indicat:: the level indicated by the Ohio
Vocntionc..1 Interest S%-rvey.

Yoe are not Izein;: asked to take the Kuder, Strong, and Ohio
rneys. One of these instruments in sufficient IF one is available

yru

MA OF TUTS EST Dislike 'Dislike
Very
Much

fleither.

ni!-;':ke

nor like

Like Like
Very
PAch

OUTDOOR

1:Crj.HICAL

MMPUMTICITAL

SCIENTIPIC

PERSUASIVr

RTT2TTC

LITTIFUlY

;4U:31-CAL

SOCIAL S': VICE

CLI-MICAL



ACTIVITY #2. In order to be able to compere your aptitudes c,,nd
interests with your performance in your clanses, it
will further be necessary to determine what on aptitude
is. Reading pages 119 to 122 in the book Succeedin r in
the World of Work by Kimbrell and Vineyard Published by
McKnight and McKnight, Eloominrton, Illinois 1970 will
1Jrovide beginning point for understanding wh,,t on
aptitude is. The Dictionary of Oceuentionnl Titles,
U. S. Dept. of Labor, Volume II will also aid in the
understanding of this concept. (If this mterial is
not available, dis=ss the problem with your Coordinhtor
of Work Experience Ed=ation and agree upon altern9te
so-rtes.

ACTIVITY n. The Diy.tionary of Occlipational Titles lists the
following 1.ptitudes with the accompanying descriDtion
of each; (Pae.e G53 of Volume TT, Third Edition)

UT2LLIC=CE: Cemr.1 Lernin.-,. Ability. The ability
11077,77177 or understand instr.:ction and Inrierlyin
srinciles. Ahility to reason make jt.Idgments.
Closely related to doing well in ny.hool.

VERBAL: Ability to 1nderstnnd meanings of words and
ideas acsooiatcd them, And to 1:".1!) thus offe.7.tively;
to comprehend lanT2ace, to underst,,nd relationships
between words, hnd to Ilnr:estand meanin:7e of hole
sentences an0 :1..r.l".raphn; to r.renvnt informr.tion or

:n clearly.

IMI:RICAL: Ability to perform arithmetic operations
quickly and novIrately.

SPATIA:!: Ability to somprchond forms in space And
understand relationships of p1: -ne and solid objects.

in tvsks as bluesrint-rea4in;-; and
solving geometry problems; frequently descriled nt: the
ability to visualize objects in two or three dimensions,
or to think visually of -:.eometrir. forme.

FOEM KIRCEPTIOU: Ability to perceive pertinent detail
i.n objects or in pictorial or rmrhic mnterira; 'Lo mhke
visual comparisons Oiscriminatioas, and see slight
differences in shapes and shadint of figl;res 4nd widths
'end lenEths of linen.

CLERTCAL PERC7,PTIOK: Ability to perceive pertinent
det4i1 i.n ver.tl or t4bulnr mnterial; to observe
differences in copy, to proof-read words 'and numbers,
and to avoid perceptual errors in arithmetic computr,tion.

-7- 37



Activity 113 (continued)

MOTOR COORDINATION: Ability
hands or fingers rapidly and
precise.movements with speed
ment response :i.ccurately and

to coordinate eyes and
curately in making

. aility to make a move-
quickly.

FINGER DEXTERITY: Ability to move the fingers and
manipulate small objects with the fingers rapidly or
accurately.

MANUAL DEXTERITY: 2.bility to move the hands easily and
skillfully; to work with the hinds in placing and turning
motions.

YE-HAND-FOOT COORDINATION: Ability to move the hnnci
nnd foot coordinately with each other in ac^ordnnle
with visual stimuli.

COLOR DISCRIMINATION: Ability to perceive or recognize
similarities or differences in colors, or in shades or
other values of the same color; to identify a partic.:.lar
,,olor, or to recognize harmonious or contrasting color
combinations, or to match colors accurately.

For Activity 111, on the form helm:, indicate yol:r level
on the v-trious scPles as you see your aptitudes by
:arising an "X" in the appropriate section. (Cheek with
your counselor for results of Aptitude instruments that
yo,: have taken or ask some of your teachers of classes
that the -ntitde is necessary for. If none of these
are available to you, indicPtc with whom you checked,
and that the rcs:lts were for each :!ntit-:de in nrostion #1.

ACTIVITY ,Y3. N1NE OF STUDENT:

APTITUDE BEL01.! AVERAGR AVERAGE ABOVE AVERAGE

INTELLMECE

VERBAL

NUMERICAL

SPATIAL

ropJ4 PERCEPTION

CLERIC:AL FIRCEPTTO7

MOTOR r7OORDINATION

r, .,G NXTERITY

MANUAL DEXTERITY

YE-HAND-FOOT COORDINATION



ACTIVITY ;74. On the form provided for Activity :/, below, ns your
colinselor to indicate your :aptitudes r can be deter-
mined from your school record mnd from test scores that
r.re nvailable to him. You will note that the form for
this Activity is the same form t n.s the one you ?ompleted
for Activity 1:3.

COUNSELOR F021:

Nmc of Student:

(The student whose nn.me is listed cbove is mAking nn
nttempt to comirire his cptitudso and interests with
his performance in else currently enrolled in.
1lef4se indie::te, on the form below, where this
strdent mnks in the ar.titudee listed. Use
indientors :t your disposnl.)

Thnnh yo-.

OTT7UD: PFLOW AVERLO,.:: :v!,:nLcE APOVZ !:11,2=

IIIWILIGEC:_:

VIMAL

KTIMICAL

2PATIAL

PONI: P7NCi:PTTN

cumicu MICEPTICN

IXT03 COORDInTION
-

PLICia DIMIMITY

NANZL DE::T:CITY

Zn-EAND-FO('T ;00111)T11;,TIO%
.

COLCI DI2CRTNTNATICE



nr
Using; the two (2) forms you and your counselor have
COMplCtOd in Ixtivities ri and //, and sin cassette
tape recorder, record your observntions in Tomparinr the
form completed by your cemnselor with the form yo'. completed.
Pay particulnr uttention to :iny aptitdinP1 nrco where there
is n wide difference in the evnlvations. Turn the tPpc ond
the forms over to your Coordinator of ::tort: Experience
Education for evaluation.

ACTIVITY .;;'6. haw. (Lef,!rnin Activity 1:2), you know that
to be srcf..essful and happy :i.n job it should with
both your ,)11titAcs An interests.

Study your !-,ptitdes nnd interests c!.ref,,lly. (Activities
!;3,

Usin:, the fare pzovided for Antivity :6 below, indinnte
the nptitrdee nevess',ry for success i.n at lc;-:st three (7)
Lrens of yol,r interests (Activity 1,11), and (from Aotivities

N, =and ;:5) indicate your level of proficiency in eaTh
of these n.ptitudcs.

ESTTTCTTOM: 'Indicate three ) areas of interest to you. For
onch interest, indinf.te IT to five (5) aptitudes that
would be required for success in pursuit of that interest.
Shoe how you v!te cw-h nptit,,dc by chenkinr: the sections
headed: Pclo Lverbf-e, 'orur,,:e, or r.bove thuy
fit.

Tnterest :1:

1,;.;titudo Required

1.

C.

n. Averv,-,

4.

5.

Interest `?_:

Aptit,.,de 2evired
Pelow
ivernce

nlovo
Avernre river

1.

3



Activity 116 (contim.ed)

Interce

LP.

1.

2.

3.

4.

5.

it,.,de Itc;..uired

elow
AverarT :.verhr.e

Above
AverR',e

I

ACTIVITY :7. Usinc the form provide for AstiviLy 1:7 on pr!^:e 12
of this LAP, list the -lassos yol 'are now t:4:inr.
Indicate the .-r::oe arc receivinr: in each class
nnd indiel,to the .ptitIldes you know to be necessary for
c.ccess in that class. Indieate the level of yolir
cnpability in each :,stitude. In the "remark" section,
stets if yo,; :'re dsinr.: better thvn you mictit reasonably
c:mect, doin;e; as ucll :.s you mit e::pect, or doin-,
Norly 1.21 the clr:ss 1:aced on yol,r ev,111:ation of hptitQdes

nccessnry for c.=ess in the clLss and on yolir per-option
of your aptitudes. Crotliht vocr,.tional clnsses or
classes dirvf.tly related to tho job yo:: are workinr:
:ma yoilr :nrocr objoPtive by indioatino, in the sp,c1ce
herded relationshi.o, j....st hoe: It relntes to your present
Mob or to your c:areer objective.

esourocc: EiMbroll, Cradz., Vineyhrd, P C., :7,'-ccedinr: in the :orld
of 1:ork. r:oKnicht 'nd V.cKniFht

Moominrton, Illinois 1971).

U. 2. Department of Labor, DictionPr7 of -Occrpational
Titles, Volnme TT, 1965.
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POST TEST

INSTRUCTIONS: Be as complete as is possible in filling out the spaces
provided for each item in this Post Test.

1. List the courses you are going to be taking next semester (year). For
each class list as many aptitudes and interests as may be necessary for
total success in that class. Once you have listed the aptitudes and
interests, draw a single line through each you do not possess.
Additionally, list as many reasons why that course will help you in
seeking your career objective. (Related to Career Objective.)

EXAMPLE:

Class -- Mechanical Drawing
Aptitudes -- Intelligence, Verbal, Numerical, Spatial, Form Perception,

Finger Dexterity, Manual Dexterity, and Color Discrimination
Interests -- Mechanical, Computational, Artistic, and Clerical
Related to C.O. (engineering) Course will help develop form perception

and spatial aptitude as well as give practice in
perceiving objects in one, two and three dimensions.

Class
Aptitudes:

Interests:

Related to C.O.:

Class
Aptitudes:

Interests:

Related to C.O.:

Class
Aptitudes:

Interests:

Related to C.O.:

Class

Aptitudes:

Interests:

Related to C.O.:

-13-
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2. Of the classes you are olirrently taking, cite the one (1) that
you are having the most difficult time in. Indicate the aptitudes
or interest(s) that nre required for more success on your part in
this 01!.'ss.

Class:

Aptitude that needs to be improved:

interest thnt, needs to be at higher level:

Dczed on whwt you have done in luestion predict the degree of
snccess yon antilipate in your classes next semester (yem.r).

CLASS DEG2E2 OF SUCCESS
SUPERIOR ABOVE AVERLCZ AVERLGE BELOW AVERAGE

-_-__ -

-------- ----

--a.
-------

...m.

* -------.

4.

1); to the f;,ct that eaz.h item on the Post-Test dePis with indivieplal
self-cvnlnation and each individupl vPries in his apility to do this
type of zctivity, the .minimaa level of acceptable performance will
have to be set by the Coordin4tor of Work Experience Eduention.

The Post-Test 1:111 b submittcd to the Coordinator of 'torte Experience
:ducation rev his evaluation.

On rlco 15 of this LAP, you will find T-DEAS (in-Deuth Educational
Activities) that arc dosinned to help yon evaluate your potential for
outstanding performance in courses you have yet to take. These

arc optional and should be completed only with the noprovrtl
of your Coordimtor of Work Experience 2dymtion.

1 4
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4

POST-TEST (Scoring Key)

All responses on the Post-Test will wry, depending t on the specific
responses of the students involved. The person doing the evaluating
will have to be on top of the D.O.T. cl(nifications As well as the
interest :irons of the various surveys avAil,blo for use.

-15-
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T

1. Illustrate three (3) or more of your interests with drominEs or
pictures from maz:Rzines or newspapers, or photographs that you
may take. Present these on fl bulletin board, ehart, poster, or
in a notebook. Write A description of what the picture indinates.
Include the job title and whmt is Lein;: done in the picture.
Indicate th,.: aptitudes that :ire required to be "rood" at that
zitivity.

Xake P liCt GC :z11 the classes offered in your school thnt you
fool arc of wa;g: to person who is pursflin:- your carcer objective.
Indieate tvny reasons an -,ou :Ian, for exich eltss, thut would
make it rclvnt to you. Also indicate if your interests lid
utit-dcs would indicate the probnbility of your doing well in

cry" h. (T:e7).;,se of tho possible large n'tuber of classes in the
rater:ory indicated in this activity, a sepr,.rcIte form will not
be nrovtded. nelow is a sufzented formrt for this activity.)

(71:;c1 Rolevant to
my 1.!:.reer Obje^tive

.111
1.....10.0AIMUMMOM.

20).3ons T think this
dam.; will/would be
beneficil for persons
ITIrsflinc this objective

Ny aptitudes and interests
would indiente I would do
well in this clnss.

Yes

MI.11MmUpailliMPW 01...110.0410T1.01.1.,.m.A.WisION

low

l!ritc ourcc o,_..tlin;! for N 'Ar'r3r: th:,t c directly
related and hrve 10= relovrne to yoPr career objective.

1:ame of Title of thc course, %. strtment of ;was,
und in ot3jr.c 1 om, the m;.,!or mcrlYles of



LAP Prepared By: Thomas G. Schmitt

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.1 Improve your understanding of yourself as an
individual in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-range goals.

Performance Objective: 3.1.4 Prom a list of hobbies and leisure-
time activities, select at least six (6) and rank them according
to your greatest interest.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

1. Identify hobbies that relate to your career choice.

2. Identify hobbies that you might he interested in, based
on the type of activity and location in which the hobby
is performed.

3. You will pick two (2) hobbies that are of interest to
you, based on the results of the interest inventory you
have taken in LAP 3.1.2.

4. You will develop a display describing these hobbies.

RATIONALE

This LAP is designed to help you understand that hobbies are

avocational in nature, and that those hobbies you are most

interested in might be the occupational areas of interest that

you like the most.

47



DIRECTIONS

In this LAP you will study a list of approximately 100

hobbies. From this list, you will choose two (2) that

relate to your career choice. You will gather, organize,

and display information about these hobbies to your satis-

faction and the satisfaction of your Work Experience

Education Coordinator.



ri

PRE-TEST

INSTRUCTIONS; The first question is in short essay form.

1. How do hobbies relate to your interests, aptitudes, and career
expectations?

(Scoring -- 20 points and should cover items indicated in Key
on page 5.)

2. Could a hobby become a career? If yes, give an example.

(Scoring -- 10 points; individual responses may vary.)

3. How might your hobbies influence your choice of a career?

(Scoring -- 10 points - Value based on completeness of response.)

-3-
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4. List at least four (4) hobbies that you have either participated
in, or would like to participate in if you had the opportunity;
and list occupational interest areas that are compatible with
these hobbies.

Example: Hobby: Raising African Violets

A. HOBBY:

Interests: Outdoors (even though this is an indoor
activity)

Scientific
Artistic

INTERESTS:

B. HOBBY:

INTERESTS:

C. HOBBY:

..1001.1=../

INTERESTS:

D. HOBBY:

INTERESTS:

(Scoring -- 4 points for each hobby including interest -- total
for this item is 16 points)

All students will complete this LAP regardless of score on Pre-Test.

-4- 50
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PRE-TEST (Scoring Key)

1. Response should include:

a. The same interests you show in your everyday activities;
find an outlet in the hobbies in which you are involved.

b. Generally, the hobbies you are most active in are those
which you can perform well. Not many people will take
the time or get emotionally wrapped up in activities that
require a great deal of vigor just as a means of self-
discipline.

c. In many instances, it is possible that basic activities,
knowledge, and skills that are requisite to a given hobby
could be major components of a career you might want to
pursue.

2. Yes. Example: A person whose hobby is model railroading could go,
(and often has gone) into this and other model
building activities from the commercial stand-
point. (Shop owners)

3. Response will vary, depending on disposition of student.
Should say something about:

1. interests
2. abilities
3. aptitudes
4. values

4. Response will vary. Allow 1 point for each acceptable inclusion.

-5-
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LEARNING ACTIVITIES AND RESOURCES

INSTRUCTIONS: Students will complete all the activities.

ACTIVITY #1. A definition of the word "hobbies," taken from Corbin's
book, Recreation Leadership,' is as follows: "Hobbies
are favorite interests which one pursues during one's
leisure moments for the satisfactions that accrue from
taking part." We note that hobbies are INTERESTS. We
would not pursue them if we were not INTERESTED in
them. With this in mind, and the fact that you are
enrolled in Vocational Work Experience Education and
have made a tentative career choice, select at least
six (6) hobbies from the list below that are related
to your career choice, and rank them from 1 to 6,
according to your greatest interest. Number 1 will
be the most interesting and number 6, the least inter-
esting to you. Because these hobbies must relate to
your career choice, you need not have been involved
in all or any to this point in time. (Use the form
provided for Activity #1 on page 7 for your ranking.)

ARCHERY BINGO BOATING MUSIC EMBROIDERY
BADMINTON CARDS CHECKERS BOBSLEDDING FIRST AID
BAITCASTING FLYING CANOEING BASKETRY GARDENING
BASEBALL CHESS FISHING BIBLE STUDY GLASS COLLECT.
BASKETBALL CRIBBAGE HIKING CAMERA KITE MAKING
BOCCI DINNERS HUNTING COIN COLLECTING LEATHER CRAFT
BOWLING DOMINOES ICE SKATING COOKING LINOLEUM
BOXING FOLK DANCING ASTRONOMY CRAFTS BLOCK PRINT.
CROQUET DANCING SAILING CROCHETING METAL CRAFT
FENCING SWIMMING SKIING DEBATE MODEL MAKING
FOOTBALL TENNIS SPEEDBOATING DOGS NEEDLECRAFT
GOLV TETHER BALL PUPPETRY PAINTING PRINTING
GYMNASTICS TUMBLING RIDING HORSES HORSESHOES SCULPTURE
HANDBALL HOCKEY FIREARMS SKATING POLO
BILLIARDS PING PONG TRAIL RIDING WRESTLING SHUFFLEBOARD
SOCCER SOFTBALL GEOLOGY BOTANY WEIGHT
VOLLEY BALL BICYCLING ACTING DRAWING LIFTING

List others that you may have that are not on this list.

References and Resources:

1. Corbin, H.D., Recreation Leadership, Prentice-Hall, inc.
Englewood Cliffs, New Jersey, 1970 Pg. 196



List these hobbies on the form provided for Activity #1, and
indicate on that form if these hobbies correspond to the interests
you displayed on the interest inventory you completed in an
earlier LAP 3.1.2.

FORM FOR ACTIVITY #1

HOBBY
DOES THIS CORRESPOND
WITH INTEREST AS
INDICATED ON INVENTORY?

STATE THE INTERESTS
IT RELATES TO - AS PER
THE INVENTORY YOU TOOK
PREVIOUSLY

First Ranked

Second Ranked

.

Third Ranked
,

Fourth Ranked

Fifth Ranked

Sixth Ranked



ACTIVITY #2. List again the hobbies that you listed in Activity #1.
Study this list. Are these hobbies such that you get
quick satisfaction in accomplishment in working on it,
or do periods of time have to lapse before growth and
satisfaction of accomplishment can be felt or seen?

HOBBIES: A B C D

11.111.

11.

010111

Check the line as indicated by the following scale:

A can be quickly satisfying.
B can be satisfying after a minimum period of involvement.
C can be satisfying after an average period of involvement.
D can be satisfying only after a great deal of time and effort.

ACTIVITY #3. Can you relate the information in Activity #2 to your
career choice? In other words, do you need quick
satisfaction and gratification from results, or can
you wait over a period of time for results? Write a
150 to 200 word statement elaborating your answer in
the space below and on the next page.



ACTIVITY #4. As you are currently enrolled in Vocational Work
Experience Education, you have either taken a specific
vocational class or you have made a career choice. On
the line below, indicate what your career choice is:

Indicate two (2) hobbies directly related to this career
(by activity, interest, and ability required for success
and satisfaction.)

Hobby 1:

Hbbby 2:

Take a picture to illustrate these hobbies. Place
each picture on a 22" x 28" poster board and, with
written description or drawn illustration, indicate:

1. what is being done
2. where it is being done
3. special equipment or materials or resources required
4. number of people necessary to perform
5. estimated annual cost
6. specific skills, interests, values, and aptitudes

required
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POST-TEST

INSTRUCTIONS: Complete the Post-Test as indicated. For question #2,
use a separate sheet of paper and respond in the format indicated.

1. List six (6) hobbies that you have, or would like to participate
in. Indicate the general area(s) of interest for each hobby,
and indicate whether this is a high (2), average (1), or low (0)
interest level as far as you are concerned.

HOBBY
Areas of interest Your level of
relative to this hobby interest

2, 1, or 0

1.
1.

2.
1.
2.

7..

1.

2.
1.
2.

3.
1.

2.

1.

2.

4. 2. 2.

5. 2. 2.

6. 2. 2.

(Scoring - 2 points for each hobby: 1 point for each interest and
level indicated up to 2 for each hobby.)

2. For each of these six (6) hobbies, list the following:

a. initial cost of equipment (average)
b. average monthly costs after initial outfitting
c. locations where activity is pursued
d. estimated time involved -- monthly
e. estimated time forms to become efficient if efficiency is

involved. (You set your own standard. An example might
be to average 85 strokes of 10 rounds of golf.)

Hobby #1:

a.

b.

c.

d.

e.



V

Hobby #2:

a.

b.

c.

d.

e.

Hobby #3:

a.

b.

c.

d.

e.

Hobby #4:

a.

b.

c.

d.

e.

Hobby #5:

a.

b.

c.

d.

e.

Hobby #6:

a.

b.

c.

d.

e.

(Scoring - award two (2) points for each hObby indicated
and two (2) points for each item requested for each hobby.)

-12-



Minimum level of acceptable performance on this Post-Test is 100.

If you receive a score of 115 or better, see your Coordinator about
the possibility of working on one or more of the In-Depth Educational
Activities (I-DEAS) listed on page 15 of this LAP.

-13- 58
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POST-TEST (Scoring Key)

1. Award 2 points for each hobby listed.

Award 1 point for each area and level of interest listed up to
two points for each hobby.

Possible 36 points total here.

Each will have to be scored on its individual merit.

2. Award 2 points for each hobby indicated, and 2 points for each
item requested for each hobby. Don't he too picky, but the
responses should be meaningful.

Total maximum for each hobby is 12 points.

Total maximum for this item is 72 points.

Total possible points for the test is 128.

-14- 59



I -DEAS

1. Prepare a demonstration or an exhibit (for your class or classroom)
based on one of the six hobbies that interest you most. Discuss
the details with your Work Experience Education Coordinator. Be
certain to bring out the interests that are involved.

2. Pursue a hobby or leisure-time activity that is new to you and
indicate: (1) the equipment needed, (2) professional or semi-
professional assistance needed, (3) costs of the activity,
(4) locations where activity is performed and (5) a detailed
explanation of what is done when one does this sort of thing.

3. IF there is a hobby show in your area, volunteer to help with
the organization and running of the show. Tape a description of
the things you do relative to the show, and play the tape for
your class.

4. Visit a hobby shop and get permission from the proprietor to
survey his customers. Ask the following questions:

a. What is your regular occupation?
b. What hobby are you pursuing?

Conduct this survey for five (5) days -- two (2) hours each day.
Summarize the results of the survey by numbers of people in
specific occupational fields who are pursuing given hobbies.

Example: Businessmen (of 56 surveyed)

9 are model. railroaders
11 are golfers
21 build model airplanes
8 are bowlers
6 are amateur artists
2 are fishermen

-15-
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LAP Prepared By: Thomas G. Schmitt

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.1 Improve your understanding of yourself as
an individual in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-range goals.

Performance Objective: 3.1.5 From a list of twenty (20) values,
rank them according to their importance to you. Identify one
or more persons that you know who share your top six (6) values.

NOTE TO THE STUDENT

By the time you complete this LAP you will:

1. Identify and rank some of your own values.

2. Identify friends who share your values.

3. Apply your values to career choice.

RATIONALE

This LAP is designed to help you identify your values and

identify others with the same values.

DIRECTIONS

In this LAP you are to:

1. Define values.

2. Identify from suggested values your stronger ones.

3. Identify people with similar values.

4. Apply your values to a career choice.
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1. Define the term "values."

PRETEST

71717;71.1i -- 10 points)

2. Identify three (3) values that you feel strongly apply to you.

A.

B.

C.
(Scoring -- 5 points each, up to 15)

3. Identify three (3) people who hold similar values. (These need
not be friends.)

A.

B.

C.
(Scoring -- no points)

4. How can your values cause you to reject certain career choices?

(Scoring -- up to 15 points for a good answer)

5. What value or values most caused you to select your present
career choice?

(Scoring -- up to 20 points, 5 points for each value)
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If you score 45 points or better on the PreTest, you do not have
to complete this LAP. Return the package to your Coordinator of
Work Experience Education and you will be assigned a different
package.



PRE-TEST (Scoring Key)

1. Answer must contain some of the ideas listed below:

A. something intrinsically valuable
B. a firm, conscious or unconscious belief in the worth of

an idea or feeling
C. the object of an action
D. things we think are important

2. Correctness must be accepted by the Coordinator of Work
Experience Education.

3. Accept valid response.

4. (As example). Religious values might cause you to reject
occupations in alcoholic beverage and related occupations.

5. Accept valid response.

The accompanying list is provided to aid in evaluating responses
in the Pre-Test.

Common Values:

Achievement
Approval
Authority
Autonomy
Benevolence
Competence
Conformity
Courage
Creativity
Decisiveness

Dependence
Dignity
Equality
Freedom
Humanism
Identity
Independence
Individualism
Justice
Knowledge
Leadership
Learning

Life
Life Style
Love
Pleasure
Reasoning
Recognition
Respect
Responsibility
Security
Self Determination
Support
Thought
Understanding



LEARNING ACTIVITIES AND RESOURCES

Do all of the Activities.

Our value system is molded by many factors: the way we were raised,
the religion of our parents, their attitudes, the things they hold
important, etc. As we grow older, we may modify our values based
on our experiences and needs. Our friends, acquaintances, employer,
fellow employees, all aspects of the world around us have a bearing
on the formulation and modification of our values.

Definitions of the term "values" vary from a concern with consider-
ation of only feelings or ideas to consideration of the value of
objects or of all things that are of importance to us as individuals.

Webster defines value as "something intrinsically valuable or
desirable." Intrinsically means independent of all other factors --
it stands on its own merit.

Brammer and Shostrom in "Therapeutic Psychology" defines values as
"A firm conscious or unconscious belief in the worth of an idea or
feeling."

Ben Ard, Jr. in "Counseling and Psychotherapy" says, "a value is
the object of an action."

Kimbrell and Vineyard in "Succeeding in the World of Work" indicate
"values are those things we think are important."



ACTIVITY #1. Using any resource available to you, find a definition
or statement of what a value is -- a statement that,
as nearly as possible, fits your understanding of a
value. Please use the following space to indicate
your response. (If you can formulate a reasonable
response without the aid of resources, do so.)

Resource ',mei:

Your definition or statement that says what a value
is:

ACTIVITY #2. Below is a list of twenty (20) values -- the number
20 is arbitrary and is used to limit the length of
t'e list. This list is not meant to include all
values, nor is it an attempt to exclude any. However,
for the purpose of this Learning Activity Package,
react only to those values that are in the list. It
is understood that you may very well hold some values
in areas that are not covered here. (The parenthetical
statements are provided to give you one example of the
potentially unlimited number of concepts for each value.)

VALUE

1. Achievement
(Accomplishing some desired goal)

2. Courage
(To persevere against odds)

3. Creativity

(Ability to originate new ideas or concepts)
4. Decisiveness

(Characterized by decisionmaking)
5. Equality

(The state of being equal)
6. Freedom

(Exemption from external control)
7. Humanism

(Characterized by tenderness and compassion for
the distressed)

6. Identity
Oho you are as a person)

9. Justice
(Dealing with, or treatment of, persons in
a just manner)
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10. Leadership

(Valuing the qualities that place one in the role of a
leader)

11. Learning

(The process of acquiring knowledge)

(The value of all living things)
13. Life Style

(Living life as one wishes)

(Strong affection for another)
15. Pleasure

(Satisfaction derived from that which is to one's liking)
16. Reasoning

(Weighing all factors in decision-making)
17. Respect

(Regard for others' ideas and values)
18. Responsibility

(To be held accountable for something)
19. Security

(Freedom from care, apprehension, or doubt)
20. Understanding

(The quality of personal interpretation)

12. Life

14. Love

Study the values listed above and rearrange them in order of your
preference. The value that is most important to you should be placed
on line 1; the one least valuable to you is placed on line 20.

2. 12.

3 13.

4. 14.

5. 15.

6. 16.

7. 17.

3. 18.

10. 20.

If you strongly hold any values that are not mentioned here, list
them in the space provided below.

1.
2.

3.



ACTIVITY #3. Of all your friends and acquaintances, list three (3),
by name, whom you think would have the same values you
did within their first six (6). (Their ranking does
not necessarily have to be in the same order.)

1.

2.

3.

ACTIVITY #4. Give the list in Activity #2 to 15 people and ask
that they rank the values in order of their importance.
Study the results to determine if any of the 15 people
had the same first six (6) values as you. (They do
not have to be in the same order.) (If at all possible,
be certain the list is given to those people identified
in Activity #3.) List below the people who selected
the same first six (6) values that you did.

,.....11

ACTIVITY '5. In order to place these nctivities in perspective
with your career choice, ask at least three (3) people
who are working at your career choice to rank the
values in the list. Take an item analysis of the
responses in groups of five (5) values ... That is,
the number of values that you and they include in
your first five (5), the number you have in common
in the second, third, and fourth groups of five (5)
values. Use the form on page 8 for this item
comparison.

EXAMPLE: Number of items that were tle same as our ranking.
Career Career Career

self Person 1 Person 2 Person 3
First 5 5 2 1 4
Second 5 5 4 3 4
Third 5 5 4 2 5
Fourth 5 5 5 1 3



The example indicates that the first person who ranked the
values ranked two of the values listed in your first five in
his first five, four of the values listed in his second five
were in your second five; this same situation developed in the
third group of five values. You both listed the same five
values in your last group of values.

Form for Activity #5

First 5
Second 5
Third 5
Fourth 5

Self
uumoer oz Items oat orrecpona 117..In your rr.nxinp
Career Person

.;,..2 :':5 y'4**J5 ';6.

5
5
5

1

cSpace indicated for more than three (3) samplings if you wish to
use a greater sample.

Do you find someone whose values differ greatly from yours -- as in
number 2 in the example? Yes No
Uhat reasons could you give for this?



ACTIVITY #4. Would you say that values greatly affect one's selection
of a career? How? Why? Indicate which of your values
had an influence in the selection of your present career
objective. (Answer the three (3) questions and the
career objective selection involvement in a twopage
statement that is to be turned in to your Coordinator
of Work Experience Education.

Resources:

1. Ard, Ben N. Jr. (Editor) Counseling and Psychotherapy, Classics
On Theories and Issues, Science and Behavior Books, Inc., 577
College Avenue, Palo Alto, California 94306

2. Brammer, L.M., and Shostrom, E.L., Therapeutic Psychology.
PrenticeHall, Inc. Englewood Cliffs, New Jersey, 1960.

3. Kimbrell, Grady, and Vineyard, Ben S., Succeeding In the World
of Work, McKnight and cKnight Publishing Company, Bloomington,
Illinois, 1970

4. Webster, Marian, Webster's Collegiate Dictionary, 5th Edition,
G and C. Merrian Company Publishers, 1945.



1. Define the term "values."

POST-TEST

(Scoring -- 10 points)

2. Identify three (5) values that you feel strongly apply to you.

A.

B.

C.
(Scoring -- 5 points each, up to 15)

3. Identify three (5) people who hold similar values. (These need
not be friends.)

A.

D.

C.
(Scoring -- no points)

4. How can your values cause you to reject certain career choices?

(Scoring -- up to 15 points for a good answer)

5. '.:hat value or values most caused you to select your present
career choice?

(Scoring -- up to 20 points, 5 points for each value)

Minimum level of acceptable performance is 45 points. Coordinator of
tJork Experience Education may suggest that you continue in this area
by working on I-DEAS.
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POST-TEST (Scoring Key)

1. Answer must contain some of the ideas listed below:

A. Comething intrinsically valuable
B. A firm conscious or unconscious belief in the worth of an

idea or feeling
C. The object of an action
D. Things we think are important

2. Correctness must be accepted by the Coordinator of Work Experience
Education.

3. Accent valid responses.

4. (As example). Religious values might cause you to reject
occupations in alcoholic beverage and related occupations.

5. Accept valid response.

Iloto: List of values included in Pre-Test Scoring Key may be of
value in scoring the Post-Test.
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I
I -DEAS

1. Select five (5) of your favorite teachers and five (5) who are
not favorite, and ask them to rank the values listed in Activity
112. Is there a similarity of ranking among favorite teachers?
Yes No . Were the values ranked similar to yours?
Yes No . Was there a similarity among the non-favorite
teachers? Yes No . We're the ratings of the non-favorites
similar to yours? Yes No

For I-DEAS and #3, check with your counselor to see if the
materials are available.

2. If available, take the Allport-Vernon-Lindzey "Study of Values."
This is a scale for measuring dominant interest in personality.
(By using the hand-scored edition, immediate results will be
available.) Compare your results with the tables of occupational
norms provided to determine if the profile of your results is
similar to any of the occupational groups indicated.

Resource: Allport, Vernon, Lindzey "Study of Values"
Houghton Mifflin Company, Palo Alto, 1960

3. Another inventory that deals strictly with work values is Donald
Super's "Work Value Inventory." This instrument was developed
to meet the needs of assessing the goals which motivate man to
work. This, too, may be hand-scored for immediate results.
Take this inventory and ask your counselor to help you interpret
the results.

There are no comparative norms for this inventory. It provides
a look at individual assessment in the value areas indicated
in the inventory.

Resource: Super, Donald E. "Work Values Inventory"
Houghton Mifflin Company, Palo Alto, 1970



LAP Prepared Bp Thomas G. Schmitt

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Educations VOCATIONAL

Program Goals 3.1 Improve your understanding of yourself as an
individual in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-range goals.

Performance Objectives 3.1.6 On the basis of the test provided
by your counselor or your work experience education coordi-
nator, determine whether you prefer to work with people,
ideas, things, or combinations of these.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able tos

1. Chart preferences for working with people, ideas,
things, or combinations of these.

2. Identify some occupations that fit these preferences.

RATIONALE

This LAP is designed to help you determine if you prefer

to work with people, ideas, things, or a combination of

these. Job relationships such as these ar as important

for you to understand as the specific aptitudes necessary

for mastery of the skill aspects of a given job.

74



WORK EXPERIENCE EDUCATION CONTINUED

DIRECTIONS

In this LAP you will determine if you prefer to work with

people, ideas, things, or a combination of these aspects

of a job; you will indicate a total of 21 specific jobs

and tell which of these aspects or combinations of these

aspects are of prime consideration in each.
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(Pretest may be either written or reo3rdoi)

1. List 3 sources available to you in determining whether
your interests involve job aspects of 4,111, people_,
things, or a combination of these.

a.

b.

c.

2. Do you prefer to work with people , data
things , or a combination of these
(Check the appropriate aspect.) If you checked com-
bination indicate the combination(s)

3. Indicate the basis for your answer to #2 by checking
and completing the appropriate item. 1

.,

1

a. Your own feelings.

b. Personal experience. What experience?

c. Completed Interest Survey. Name of Survey is

4. Tell whether your success or lack of success in the classes
you are now taking indicates interest in data, people. ideas,
or a combination of these.

Minimum level of performance for skipping the LAP is a score
of 15. Return pre-test to the work experience coordinator
for scoring before continuing.



1. a. RUDER Preference Rsoord

b. Strong Vocational Interest Blank

c. Ohio Vocational Interest Survey

(any other interest survey that indicates people, data,
or thing involvement)

j points for each correct response up to three (3)

2. No point value -- Deduct 1 point if combination is checked
and that combination is not indicated.

3. If a is checked give no point credit

If b is checked give no point credit (deduct one point
if type of experience is not noted.)

If c is checked give no point credit (deduct one point
if name of survey is not indicated)

4. No point value -- (deduct 1 point for each class student
is taking that he/she does not give
adequate response for)

Total possible score is 11

4,

-4-

77



LEARNING ACTIVITIES AND RESOURCES

Instructions, Do Activities 1 or 2 all

1. If the interest inventory you took in 3.1.2 has a scale
for determining or ranking your interests in terms of
workings (a) with people, (b) with ideas, (o) with things,
or (d) a combination, use these ratings for your stronger
Preferences to complete the chart provided for Activity
#1 on page 6 of this LAP.

2. If the interest inventory did not cover a rating in a,
b, c, or d, or if you were allowed to skip the LAP for
Performance Objective 3.1.2, secure an inventory from
your counselor or work experience education coordinator
and complete it, have it scored, and then use the form
provided for Activity #1 on page 6 of this LAP to chart
the picture of your preferences.

3. Identify three (3) occupations that you might consider if
you prefer working with data, three occupations that are
primarily concerned with people, and three that are concerned
with things, and three occupations for the various combinations
of the people, data, thing aspects of the work world. Use
the form provided for Activity #3 on page 7 of this LAP.
Sources of information would includes the Dictionary of
Occupational Titles. U.S. Department of Labor, Superintend-
ent of Documents, U.S. Government Printing Office, Washington,
D.C. 20402: The Occupational Outlook Handbook, U.S. Depart-
ment of Labor, the Bureau of Labor Statistics and the Ohio
Vocational Interest Inventory, student printout available
through Harcourt, Brace and Javanovich, San Francisco,
California,



FORM FOR

ACTIVITY 1 (or 2)

Use an (x) to indicate the degree of preference for working

with these various aspects of the work world as indicated by

the interest inventory you responded to.

HIGH AVERAGE LOW

PEOPLE

IDEAS

THINGS

PEOPLE - IDEAS

PEOPLE - THINGS

IDEAS - THINGS

PEOPLE - IDEASIDEAS - THINGS
:



FOIE FOR

ACTIVIIT #3

Identify 3 occupations that indicate a preference need for
each aspect of involvements data, people, things, or the various
oonbinations as indicated.

OCCUPATIONAL TITLE

DATA
1.

2.

3.

PEOPLE
1.

2.

3.

THINGS
1.

2.

DATA-PEOPLE
1.

2.

3.

DATA-THINGS
1.

2.

3.

PEOPLE-THINGS
1.

2.

3.

DATA-PEOPLE-THINGS
1.

tr 2,

3.
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Secure the Pre-Test from your work experience education coordinator.

1. Based on the information given by the interest inventory do you
still see yourself as you did on Pre-Test It ilt Yes
No

If you responded no to the above indicate the specific differ-
ences you are aware of and attempt to account for these differ-
ences.

2. Indicate 3 sources available to aid you in determining what
types of involvement you prefer: people, data, things, or
any combination thereof.

a.

b.

a.

3. In a brief statement indicate why you know it is important to
consider your interests as well as your aptitudes when considering
career possibilities.

Minimum level of acceptable performance for completing this
Performance Objective is 90% of maximum points available on
Post-Test.

If you scored 95% or better see your Work Experience Education
Coordinator about the possibility of working on one or more of
the In-Depth Educational Ideas.
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POST TEST SCOFaNG KEY

1. The quality of response to this it will have to be determined
by the work experience education coordinator.

2. RUDER Preference Record

Strong Vocational Interest Blank

Ohio Vocational Interest Survey

(or any other interest invento that reports results in
people, data, or thing aspects.ry )

rlwjzagEuma,eesetttp2LLImforeachcoroctrweiesnses

3. Quality of response must be determined by the work experience
education coordinator.

Total points available excluding 1 and 3 is nine (9).
Determine suitable maxima scores for Items 1 and 3 and add
to total possible for Item 2. Minimum acceptable performance
should be 90% of total possible.



I -DEAS

1. After determining areas of preference of working with people,
data, things, or combination, list 15 occupations that are in
keeping with your preference. (Use the form provided for I-DEA
#1 on page 11 of this LAP.) In the second column indicate the
specific interest that is related to this occupation and in the
third column indicate, by using an (x), if this interest is the
basic interest needed for that occupation.
(Remember - the areas of interest include: Outdoor, Clerical,
Social Work, and the like.)

2. Visit and observe 2 places of employment that meet both your
preferences and your interests. (Refer to chart for Idea #1,
page 3.3.)

Make a form that would indicate at least the following:

Job Title?
Data, People, or thing involvement?
Possibilities for advancement?
Training required?
Education required?
Any other data that you may feel you need to know
to help you in your self-evaluation.

3. Illustrate, diagram, or photograph a minimum of 6 job duties of
3 occupations that involve (mainly) working with people, 6 job
duties of 3 occupations dealing primarily with data. Do the
same for occupations that deal with things and the various
combinations of these aspects of work.

I



IS INTEREST AS
INDICATED IN 00L.
TWO BASIC 10 IOU

OCCUPATION INTEREST AS AN INDIVIDUAL?

1.

2.

3. .-

4.

5.

6

8,

9. ,

10,

11.

12.

13.

15.



LAP Prepared Bys Thomas G. Schmitt

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Educations VOCATIONAL

Program Goals 3.1 Improve your understanding of yourself as an
individual in terms of personal aptitudes, interests, career
expectations, and degree of motivation to pursue short-range
and long-range gaols.

Performance Objectives 3.1.7 Considering your school achievement
and attendance, decide how much education beyond high school
you would like to complete. GiVe at least three (3) reasons
for your answer.

NOTE HE STUDENT

By the time you complete this LAP you will haves

1. Reviewed your overall high school achievement record.

2. Reviewed your high school attendance record and noted
any areas of specific attendance problems.

RATIONALE

This LAP is designed to help you become more aware of

your willingness to pursue a goal and to perform those

acts necessary to attain that goal.



f

,ce

WORK EXPERIENCE EDUCATION -- CONTINUED

DIRECTIONS

In this LAP you will complete an analysis of your school

achievement and indicate your grade point average in the

major fields of your school curriculum. You will plot

your achievement and attendance in a manner that will

enable you to determine if your attendance had an effect

on your achievement, and you will indicate areas of

education and training beyond high school that are required

for your career objective and whether you feel you are

willing to make the effort to achieve that goal.

-2-
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PRE-TEST

1. Over the last full school year how many days were you absent?

days

2. Did you miss some classes more than others? Yes No

Indicate class(es) and why

Class

Class

3. List the classes you did better than average in last year.

a. b.

d.

c.

e. f.

4.. At this point in time, what is your career objective?

5. Does this goal require continued education or training beyond high
school?

Yes No.

a. If yes, how much?

b. If yes, where can you get the education or training required?

All students must complete this LAP regardless of pre-test score.

-3-
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PRE-TEST SCORING KEY

1. Obtain data from attendance office. Score 20 points if perfect
and deduct 2 points for each day of variance between what student
reports and actual number of days absent.

2. This information probably is not available from attendance; there-
fore, student's response will have to be taken on face value unless
your school has some provision for recording period absence.
(Give no points for this.):.

3. For each class determining grades and if class listed had grade of:

A give 3 points
B give 2 points
C give 0 points
D deduct 2 points
F deduct 3 points

Maxima possible here is 3 times number of classes indicated.

4. Any realistic response from "I haven't made up my mine." to
geophysicist will have to be accepted. (No points)

5. Depends on answer to number 4.

Point values for.items one and three only.

-4-
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ACTIVITIES

Complete Activities 1, 2, 3, and 4

1. Using the form provided for Activity 1 on page 6 of the LAP, list
your overall high school achievement record. Indicate by subject
matter areas as indicated on the form.

2. The attendance clerk in your school will be able to check your
attendance record for you. How many days of school did you miss
last year?

Why have you missed? Illness? Lack of interest?

Have you missed specific classes more than others?
Which classes?
Using the form provided for Activity 2 on page 7 of this LAP, draw
a line graph of your attendance in each of the areas listed in
Activity 1 and superimpose on this the graph of your achievement
by grade point average as determined in Activity 1.

3. Using the form provided for Activity 3 on page 8 and by using any
resource available to you, indicate what subject areas are required
in advanced study (beyond high school) for your career objective.

4. Study the results of Activities 1, 2, and 3 and indicate for each
unit of education and/or training you listed in Activity 3 if you
feel you would be able to complete the requirements.
List at least three reasons for each positive or negative response.
(Use the form provided for Activity if on page 9 of this LAP.)

Example:

EDUCATION AND/OR TRAINING
REQUIRED BEYOND HIGH salmi.

1. 9 months of welding
2.

3.

DO YOU FEEL YOU ARE GOING TO
BE WILLING AND ABLE TO COMPLETE
THESE REQUIREMENTS (YES, NO)

Yes

REASONS FOR YOUR STATEMENTS ABOUT COMPLETING THESE REQUIREMENTS

1. a. I have done well in metal shore
b. I like working with metal.
c. Kr attendance has been re ar with little absences.
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FORM FOR ACTIVITY #1

NUMBER OF GRADE POINT
AVERAGE

MATH

ENGLISH

SOCIAL SCIENCE

SCIENCE

PHYSICAL
EDUCATION

SHOP
COURSES
(include arts &
crafts)

BUSINESS

OTHER

-6-
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FORM FOR ACTIVITY 2

(Do this for the last school year only)

30 4.0

25

20

15

10

5

0

....

I

3.5

3.0

1.0

0.5

0
MATH ENGLISH SOC. STUDIES SCIENCE PHY. ED. SHOP BUSINESS



FORM FOR ACTIVITY 3

Indicate career objective

For this objective the following education and/or training beyond
high school is required

EDUCATION AND/OR
TRAINING BEYOND
HIGH SCHOOL

IS THIS AN AREA OF HIGH
LEVEL OF ACHIEVEMENT ON
YOUR PART?

WAS YOUR ATTENDANCE PERFECT
OR BELOW AVERAGE IN THIS
AREA IN HIGH SCHOOL?

9 months of
welding
i.e. requires

No Average



I
FORM FOR ACTIVITY 4

EDUCATION AND/OR TRAINING
REQUIRED BEYOND HIGH SCHOOL

DO YOU FEEL YOU ARE GOING
TO BE WILLING AND ABLE TO
COMPLETE THESE REQUIREMENTS

(YES. NO)

1.

2.

4.

5.

6.

REASONS FOR YOUR STATEMENTS ABOUT COMPLETING THESE REQUIREMENTSt

1. a.

b.

C.

2. a.

b.

C.

3. a.

b.

C.

4. a.

b.

C.

5. a.

b.

C.

6. a.

b.

C.



POSTTEST

1. State your career objective

2. Does your career objective suggest post high school education or

training?

Yes No

3. List three areas of post high school activity suggested and indicate
length of time required.

a.

b.

C.

AREA TIME INVOLVED

4, Give four reasons why you feel you are (or are not) going to be
able to complete the post high school education or training
suggested.

a.

b.

c.

d.

Minimum acceptable level of performance is 80% of possible total of
40 points.

If you score 36 points or more check with W.E.E. Coordinator for
possible work on IDEAS listed on page 12 of this LAP.

-10-
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POST TEST (SCORING KEY)

1. Five points for any reasonable response.

2. Five points for correct response based on Item #1.

3. Three points for each area suggested and three points for
each time indicated for a maximum of three each (Total possible
is 18 points - modify if suggested areas are less than three.)

4. Three points for each reason given based on attendance and
achievement. (Twelve maximum)

Total points = forty points maximum.



I -DEAS

1. Interview someone who works in the occupation you are interested
in -- Tape the interview, make tape available to W.E.E. Coordi-
nator or career'center for future use.

a. Prepare questions to ask ahead of time -- covering
achievement in subject matter areas, etc.

b. Discuss questions with instructor before conducting the
interview.

2. Prepare display or exhibit for career development center on areas
and levels of needed achievement in your selected occupation.

-12-



LAP Prepared By Thomas G. Schmitt

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.2 Explore the current and emerging opportunities
for employment in your present assignment and for advancement
within related occupations.

Performance Objective: 3.2.1 Identify opportunities for employ-
ment in your present career station and one other based on:
(1) current needs in your community, California, and the
nation, and (2) anticipated needs for the next five years
in your community, California, and the nation. Document
your findings by using the Occupational Outlook Handbook,
bulletins of the U.S. Department of Labor, HRD bulletins,
and other library sources.

NOTE TO THE STUDENT

By the time you complete this LAP you will have:

1. Become acquainted with sources for information
regarding job outlook and opportunities.

2. Secured information on present and future pros-
pects in two job stations.

%.
RATIONALE

This LAP is designed to help you analyze present and

future employment opportunities in your current career

station and one other career station of your choice.

DIRECTIONS

In this LAP you will analyze and graph for two career

stations local, state, and national, current need and

future prospects for employment. You will write to

various sources and request information that will be of

benefit in completing this LAP.



4,

PRE-TEST

1. Indicate your current job title.
Is your job considered an emerging occupation? a declining
occupatiora or is it static? (Check the appropri-
ate space.)

2. Name three occupations in which job opportunities have declined
in the past ten years.

a.

b.

Co

3. Name three occupations in which job opportunities have increased
in the past ten years.

a.

b.

c.

4. As specified in Occupational Outlook Handbook, what percent of
growth will occur in the areas indicated below in the next five
years? (Growth as opposed to replacement.)

Services? Semiskilled? Unskilled?

The need for registered nurses will exceed the need for engineers
in the next five years.

Trae False

Question 1 is worth 5 points.
Question 2, 3, and 4 are worth 15 points each.
Question 5 is worth 5 points.
The minimum acceptable level of performance to skip this LAP is
45 points.

-2-
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PRE-TEST (SCORING KEY)

1. Give five points for correct response.

2. Five points for each correct response.

3. Five points for each correct response.

4. Employment growth in service areas 1,7.5.11 increase by over
100% in the next five years.

Employment growth in semiskilled areas will increase by
approximately 35% in the next five years.

There will be no growth factor in unskilled areas in the next
five years. (Give five points for correct answer.)

5. False (Five points.)



3.2.1

1. To get a general picture of employment opportunities and
outlook, read pages 360 to 379 in Succeeding in the World
of Work by Kimbrell and Vineyard, McKnight and McKnight
Publishing Company, Bloomington, Illinois, 1970.

2. Indicate the job title of your present career station.

3. Select on other career station (job title) that interests you

State your reasons for selecting this job title

4. Contact, in person, your local Chamber of Commerce, your school
employment office, a private employment office, and the Officeof Human Resources Development to determine present and anti-
cipated need in job opportunities in your community for both
the job you are working at and the one selected for research.

LOCAL

PRESENT NEED

CURRENT JOB STATION SELECTED STATION

ANTICIPATED
NEED

(Fill in values appropriate to your areas by total numbers as7,951 or by hundreds-80 or by thousands-8)

5. Contact the local Department of Human Resources Development to
determine present and future needs in the two job classifications
under consideration for the State level.

STATE

PRESENT NEED

NEED IN 5 YEARS

CURRENT JOB STATION SELECTED STATION

6. Using the Occupational Outlook Handbook, U.S. Department of Labor,Bureau of Labor Statistics,
Washington D.C. and the Bulletins of

-4 100



ACTIVITIES -- CONTINUED

the U.S. Department of Labor determine the present and the
anticipated need in five years in the two career stations
under consideration.

NATIONAL

PRESENT NEED

CURRENT JOB STATION SELECTED STATION

NEED IN 5 YEARS

7. Contact by letter the national headquarters or national organiza-
tions of the specific areas of work related to your current sta-
tion as indicated in Appendix 4 of Succeedinfc in the World of
Work and solicit information relative to present and future needin five years. Compile the information in a scrapbook or on a
bulletin board and turn into your W.E.E. Coordinator for evalua-
tion.

8. Construct 3 separate graphs for each job career station (see
example below) to illustrate present and five year future needs
for your locality, state, and nation. (Use the form provided for
Activity 8 on page 6 of this LAP.)

Local Current Job Selected Job

1971 1971

1976 1976
Shown in hundreds Shown in hundreds
0 1 2 3 477- 1 2 3 473-6-773 9

9. Based on what you have learned in this LAP about potential
future opportunities in your current and selected career
stations, do you feel it advisable to pursue either as a
career objective?

Current Career Station Yes No

Selected Career Station Yes No



LOCAL

Now

5yrs.

FORM FOR ACTIVITY 8

CURRENT CAREER STATION SELECTED CAREER STATION
title

Shown in

title

L
Shown in

Which shows greatest potential at the local level?

STATE

CURRENT CAREER STATION
title

Shown in

SELECTED CAREER STATION
title

Shown in

Which job shows greatest potential at the state level?

NATIONAL

CURRENT CAREER STATION
title

Now

yrs.

Shown in

SELECTED CAREER STATION
title

Shown in

Which job shows greatest potential at national level?

If your information idicates that one job has greater potential at one
level and the other at a different level give reasons why this could be.



POST TEST

1. How many people are working at the job you are doing?

Job title

In your community

In your state

In your nation

2. What local agency was the best source of information about local
job needs?

What was it about this source that was better than any of the
others you checked?

3. What percentage of people working at your job is female?

4. Did the resources you contacted in Activity 7 show significant4
different current and future needs than were indicated by the
Occupational Outlook Handbook or the bulletins of the V.S.
Department of Labor?

Yes No

Scoring key on page 8.
Minimum level of acceptable performance is 30 points. If you score
35 points or more check with the W.E.E. Coordinator about work on
the In-Depth Educational Activities related to this LAP.

-7-
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POST TEST SCORING KEY

1. Use the LAP information developed by the student to ascertain
correct numbers.

Give five points for each correct response.

2. Value of this response is not to exceed 15 points. Quality
to be determined by local work experience education coordinator.

3. Occupational Outlook Handbook is reference.

Value of correct response = 5 points.

4. Correctness of response to be determined by local
Coordinator

Five points.



I -DEAS

1. Determine what is the ladder of advancement in your occupation.
(What are the steps necessary to advance from lowest position
to top of the ladder. Is there much chance of advancement?
Is the occupation expanding or static?) Illustrate this ladder
of advancement in the form that you feel will best show the
steps.

2. Determine the rate of reasons for personnel change-over (the
rate at which people leave the field and new people are added)
in your occupation and selected occupation. (Poor working
conditions, death, advancement, etc.)

-9-
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LAP Prepared By: Thomas G. Schmitt

WORK EKE:MENGE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.2 Explore the current and emerging opportunities for
employment in your present assignment and for advancement within
related occupations.

Performance Objective: 3.2.2 Based upon your findings for Performance
Objective 3.2.1, decide which career holds greater promise of future
employment for you. Select one of the two careers and justify your
decision.

NOTE TO THE STUDENT

By the time you complete this LAP you will have:

1. Graphed employment needs over the next five years for two career
stations.

2. Drawn conclusions about the job from the graph.

3. Decided which of the two careers under consideration offers a
better employment picture.

RATIONALE

This LAP is designed to help you come to a decision, and be able to

justify that decision, as to which career holds a greater promise

for you based on future predicted employment in given occupational

fields.

DIRECTIONS

(You must have completed Vocational LAP 3.2.1 before starting this

LAP.) In this LAP you will compare future employment prospects of

two careers and decide which offers a better potential for your

future employment.
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PRE -TEST

1. Name 6 sources available to you that will aid you in exploring
current and emerging opportunities for employment in various
occupational fields.

1.

2.

3.

4.

5.

6.

0111=IIIIIMINNI1111,

2. Name the careers that you studied in 3.2.1.

a.

b.

(Job Title)

(Job Title)

3. List 5 specific job titles related to each title listed above.

a. b.
1. 1.

2. 2.

3. 3.

4. 4.

5. 5.

4. The unemployment rate for persons who have not completed high school
is more than twice the rate of workers who have completed high school.

True False_ (Check the correct response.)

5. Name two industries that will suffer a decline in employment by 1975.

1.

2.



PRE-TEST (continued)

6. How many people are working at the first job you selected?

Job Title

In your community

In the state

In the nation

7. What is the predicted number of people who will be working at this
job five years from now?

In your community

In the state

In the nation

8. Which holds greater promise?

Give two reasons:
a.

b.

If you score 135 points, you may skip the LAP.
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PRE-TEST

Scoring Key

1. Five points for each correct response up to 30 points on this item.

Correct responses include:
a. Succeeding in the World of Wor
b. Oath)utlookccationHanribook
c. EcaresVerandocational Guidance
d. California Occupational Guides
e. Department of Human Resoumes Development
f. Office of United States Department of Labor
g. Chamber of Commerce
h. Local btAinesses related to your field
i. Businesses you may write to for occupational outlooks and

any others you deem acceptable for this purpose.

2. Five points for each response indicated in LAP 3.2.1

3. Rlfer to "Worker Traits Arrangement of Titles and Codes" in the D.O.T.
Volume II

Five points for each correct title given up to 50 points.

14. True

15.5 for Non High School Graduates as compared to 7.5% for High
School Graduates

Five points for correct response

5. Correct responses are:

1. Mining
2. Agriculture

Five points for each correct response up to 10 points for this item.

6. Numbers will depend on job title indicated. Check Occupational Outlook
Handbook.

Five points for each correct response up to 15 points for this item.

7. Numbers will depend on job title indicated. Check Occupational Outlook
Handbook.

Five points for each correct response up to 15 points for this item.

-4- 1C9



PRE-TEST ( continued )

Scoring Key

8. The Coordinator of Work EXperience Education will check on this.
Answers which show thought shall be considered correct.

Ten points for correct response.

Total Points: 145
Acceptable Score: 135

-5- 110



I
LFARNB ACTIVITIES AND RESOIRCES

INSTRUCTIONS:

Complete all activities in this LAP.

-6- 111



ACTIVITY 1.

In LAP 3.2.1 you studied your present career station and one other

of your own choosing to determine present and five year future employment

opportunities. Of these two job stationsswhich one will enjoy a greater

percentage of increased employment within the next fivo years. Gather

the necessary information and display it in graph and table form as indica-

ted in the example given below. Turn the finished graph in to your Work

Experience Education Coordinator. Use form on Page 8.

2800

2300

1800

1300

800

_

Sales

Rspair

10'. ..IIT''72-I-7 I./ 6

Local Need
(Use national, state,
or local figures but
so indicate on your
graph.)

**
1971 1972 1973 1974 1975 1976 Increase%

AUTO SERVICE STATIONS SALES 1500 1610 1820 1950 2100 2300 50.6%

AUTO BODY AND FENDER REPAIR 910 1090 1440 1750 2200 2730 200.0%

4141- All Figures are Fictitious.

-7-
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FCRM FCR ACTIVITY 1

FOLLOW THE ErAMPLE ON PAGE 7.

_971

CAREER I

1972 1 73

1971

3.975 1976

1972 1973 19 74 1975 1976 %Increase

II

-8-
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ACTIVITY 2

Study the graph you drew in ACTIVITY 1. Then itemize conclusions

that can be drawn about the two job stations. (An example might be from

the sample graph for ACTIVITY 1 - Auto Body and Fender Repair will have

a greater increase in employment over the next five years than will Auto

Service Stations Sales Persons.)

Conclusions:

a.

b.

c.

d.

1.i:::011:111 ..,



ACTIVITY 3

In studying future prospects of employment is it important to study

on percentage of increase or decline, or is it also important to consider
the numberical values involved?

WHY?

In the space provided give two examples of figures that could be misleading.
1.

2.



ACTIVITY 4

The information you have gathered may indicate that neither of the

jobs studied is particularly good for you and that you should look further.

BDT based upon the information you have gathered, which of the two careers

would be best for you?

Give 3 specific reasons'(related to future needs) for your conclusions.

1.

2.

3.
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POST TEST

1. List the title of the career (in 3.2.1) holding the greatest promise
of future employment for you.

2. List 5 sources of information you used to gather the information upon
which you based your decisions.

1.

2.

3.

4.

5.

3. Indicate the number of people presently working at the job, indicated
in Item #1 of this Post-Test:

In your community
In the state
In the nation

4. List the numbers of persons that will be working at that particular job
in 2975 in:

In your community
In the state
In the nation

Minimum Level of Acceptable Performance on this Post-Test is 45 points.

If you scored 55 points or more see your instructor about more in-depth work
in this area. (I-DEAS)

If you scored less than 45 points, repeat the LAP.



POST TEST

Scoring Key

1. Check LAP 3.2.1 and give credit for same response.

Total possible: 5 points.

2. Any 5 that were indicated as appropriate for Item #1 on Pre-Test ScoringKey.

Scoring: 5 points for each acceptable response up to 25 points maximum.

3. Refer to LAP 3.2.1 for correctness of response.

Total possible: 15 points.

Ii. Refer to LAP 3.2.1 for correctness of response.

Total possible: 15-points.

Total Possible on Post Test is 60 points.

-13-
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3.. Some of your studies may have shown only slight increase in employment

opportunities and others may have shown decreasing opportunities.

Refer to Occupational Outlook Handbook, Encyclopedia of Careers and

Vocational Guidance or any other reliable source to learn about 5
increasing or emerging occupations or fields.

Use your imagination and prepare a class presentation (by filrl

pictures, drawings, illustrations, graphs, etc.on these occupational

fields).

2. Do the same'as above for 5 decreasing or declining occupations.
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LAP Prepared By: Robert J. Menke

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Fducation: VOCATIONAL

Program Goal: 3.3 Identify the educational and training
requirements of your present employment and compare them to
the requirements for advancement within related occupations.

Performance Objective: 3.3.1 Based Upon the educational and
training requirements necessary to enter your present career
station as a full-time employee, describe: (1) the requirements
you have successfully completed, and (2) the requirements you
must complete to be eligible for full-time employment. Develop
a plan for meeting the requirements and estimate the time you
need to complete the necessary education and training.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

1. Identify the educational and training requirements
needed for full-time employment in your present
career station.

2. Identify which requirements you have completed and
which requirements you have vet to complete.

3. Develop your time plan to enable you to r'eet the
educational and training requirements for full-time
employment at your career station.

RATIONALE

This LAP is designed to help you identify the educational

and training requirements necessary for a full-time

employee at your present career station.

DIRECTIONS

In this LAP you will identify the educational and training

requirements necessary for a full-time employee at your

present career station; develop a plan for meeting these

requirements; estimate the time you need to complete the

necessary education and training.
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PRE-TEST

INSTRUCTIONS: This Pre-Test is designed to measure your understanding
of the ideas expressed in Performance Objective 3.3.1 in this
Learning Activity Package. Write your answers to the Pre-Test
in the spaces provided.

1. What is your understanding of "the educational requirements for
a job"?

2. What is your understanding of the "the training requirements for
a job"?

3. Distinguish between educational requirements for employment and
training requirements for employment.

4. List the educational requirements necessary at your career station.

-2-



5. List the training requirements necessary at your career station.

6. List the educational requirements necessary for full-time
employment at your career station.

7. List the training requirements necessary for full-time
employment at your career station.

8. Describe how you would develop a plan to estimate the time it
will take you to complete the necessary educational and training
requirements for full-time employment at your career station.

If you cannot answer all of the questions above, proceed directly to
Activity #1.

If your answers to the Pre-Test are correct and clearly demonstrate
that you understand the Performance Objective 3.3.1, your instructor
will direct you to proceed immediately to the next Performance
Objective 3.3.2 122



PRE-TEST (Scoring Key)

1. Educational requirements for a job are the highest level of
formal teaching necessary to meet the needs at-the work station.

2. Training requirements for a job are the highest level of
instruction in the specific field or profession that is necessary
to meet the need at the work station.

3. The educational requirements for employment are those necessary
mental skills which are learned through formal teaching. The
training requirements are the physical skills learned through
instruction in the specific field or profession.

4. Self-explanatory.

5. Self-explanatory.

6. Self-explanatory.

7. Self-explanatory.

8. Self-explanatory.

12.3



LEARNING ACTIVITIES AND RESOURCES

INSTRUCTIONS: Activities #1, #2, #3, and #4 are required.

ACTIVITY #1. This activity is designed to help you determine the
educational and training requirements necessary to
enter your present career station as a full-time
employee.

1. Identify the office or person at your career station responsible
for hiring full-time employees. (Your.Work Experience Education
Sponsor can help you.)

2. Secure from this office, or person, a description of the
educational and training requirements that a person must meet
to be hired as a full-time employee at your assigned career
station.

3. List below, the educational requirements necessary for full-time
employment at your assigned career station.

4. List below, the training requirements necessary for full-time
employment at your assigned career station.

124
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LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #2. This activity is designed to help you identify the
educational and training requirements that you have
successfully completed to enter your present career
station as a full-time employee.

1. Transfer the educational requirements listed in Activity #1,
page 5, to the Educational Requirements Planning Sheet on page 7.

a. Under Column 2 of the Educational Requirements Planning
Sheet, write in the words, "Requirements Completed."
(Your planning sheet should now look like this.)

Name:

EDUCATIONAL REQUIREMENTS PLANNING SHEET

Career Station:

Column 1 Column 2 Column 3

EDUCATIONAL REQUIREMENTS
Requirements
Completed

b. Under Column 2 of the Educational Requirements Planning
Sheet, write in the approximate date of any requirements
you have successfully completed.

2. Transfer the training requirements listed in Activity #1,
page 5, to the Training Requirements Planning Sheet on page 8.

a. Under Column 2 of the Training Requirements Planning Sheet,
write in the words, "Requirements Completed."
(Your planning sheet should now look like this.)

Name:

TRAINING REQUIREMENTS PLANNING SHEET

Career Station:

Column 1

TRAINING REQUIREMENTS

Column 2

Requirements
Completed

Column 3

b. Under Column 2 of the Training Requirements Planning Sheet,
write in the approximate date of any requirements you have
successfully completed.

-6-
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LEARNING ACTTVITIES ANT) RESOURCES

ACTIVITY #3. This activity is designed to help you identify the
educational and training requirements that you must
complete to he eligible for full-time employment at
your present career station.

1. Using the Educational and Training Requirements Planning
Sheets, under. Column 3, write in the words, "Requirements
Now Working Towards."

a. Write today's date after those requirements on which
you are now working towards completion.

9. Using the Educational and Training Requirements Planning
Sheets, head Column 4 with, "Requirements Will. Be
Completed 9y."

a. Fill in the space provided with the date of completion
of the requirement as you now see it (i.e., date,
high school graduation, junior college, college, or
so many years of skills, etc.)

-9- 1 28
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A

.LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #4. This activity is YOURS"'"
It is designed for you to develop your plan for meeting
the educational and training requirements necessary for
full-time employment at your career station.

YOU have, in Activity #3, column 4 of this LAP - on
the Educational and Training Requirement Planning Sheets,
identified those requirements you have not completed.

YOU have also made record of the date of completion for
those requirements.

NOW YOU DEVELOP YOUR OWN PLAN!

1. Select a target date when you would like to be
employed full-time.

2. Identify the requirements necessary for full-time
employment.

3. Estimate the time you need to complete the education
and training necessary to prepare you for full-time
employment.

Suggestions:

1. You might make a list using the Educational and
Training Requirements Planning Sheets, and write
after each unfinished requirement an explanation
as to the time and date needed to fulfill the
requirement.

2. You might make a monthly calendar and note when
each educational and training requirement will be
completed -- such as: Completion of a specific
course in high school; so many hours of training
needed under a certain foreman; the completion of
specific tasks, tests, or skills, etc.

3. You might even specify as to where this training
and education will take place (i.e., at the career
station, at a certain educational institution, etc.)

4. If You are very clever, YOU might even work in some
art layout -- As an example: The Road Of Life -- and
walk yourself down the path!

THIS IS YOUR FUTURE --- so be creative!

GOOD LUCK! --- Both in this Activity and in your chosen field!!!

-10- 129



POST TEST

If YOU have successfully completed all your activities in this
LAP,

YOU ARE IN LUCK ' ' ' ' ' '

Your Post Test has already been accomplished if you have submitted
your plan in Activity #4 to your Work Experience Education Coordinator
and he has approved and accepted it.

You have thereby demonstrated that you know what you need to
accomplish your goal, and how you are going to get there.

CONGRATULATIONS ' ' ' ' ' '

I Did Every Activity Successfully

Did you ??????

1111

Look to the IDEAS which follow for an additional
challenge. Number 3 gives you an opportunity to
really "give forth" with your own ideas.



IDEAS

1. Secure from the employment office at your career station a
copy of the employment announcement that is circulated when
there is an employment opening at your assigned career station.

a. How do you measure up?

b. How would you apply for the opening?

2. Secure from the employment office at your career station a
copy of employment announcements that are circulated when
there are employment openings in positions related to your
assignment at your career station.

a. List the openings you would he interested in applying for,
and state when you would be qualified for the position.

3. List the educational and training requirements that you feel
are necessary for success on the job at your career station.

131
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LAP Prepared By: Robert J. Menke

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 3.3 Identify the educational and training requirements
of your present employment and compare them to the requirements for
advancement within related occupations.

Performance Objective:* 3.3.2 List the levels of advancement within
the occupational cluster of your present job. Compare the ed-
ucational and training requirements of your present work assignment
with those of other careers within the occupational cluster you have
identified. After discussing these requirements with your work
experience education sponsor, outline the steps you must take and
estimate the time you need to qualify for the career you would like
to attain.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

1. List the levels of advancement within the occupational
cluster of your job.

2. Compare the educational and training requirements of
your present work assignment with those of other careers
within the occupational cluster.

3. Outline the steps you must take, estimating the time
needed to qualify for your career.

RATIONALE

This LAP is designed to help you identify the steps you

need to take, .and the time you need to qualify you for the

career you would like to attain.

DIRECTIONS

In this LAP you will identify the levels of advancement
within the occupational cluster of your present job; make a
comparison of the educational and training requirements at
your present work assignment and those of other careers
within this occupational cluster; discuss these requirements
with your work experience education sponsor and outline the
steps and time needed to qualify you for the career you would
like to attain
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PRE-TEST

INSTRUCTIONS: This pre-test is designed to measure your understanding
of the ideas expressed in Performance Objective 3.3.2 in
this Learning Activity Package. Write your answers to
the pre-test in the spaces provided.

1. Define the following and state where they are available for reference.

a. VIEW

b. DOT

c. THE OCCUPATIONAL HANDBOOK

2. What is an occupational cluster?

3. On the career ladder below, rank the steps of advancement beginning
with secretary clerk and ending with Executive Secretary. Include
intermediate secretary, Senior secretary and Junior secretary.

Executive Secretary

Secretary Clerk

-2-
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PRE-TEST (Continued)

a. Construct a career ladder ranking buyer, salesperson, store
manager and department manager on the steps of advancement.

4. Listed below are careers in one occupational cluster. In which of
these three clusters would you place these occupations? Check one.

Clerical occupations Building & Construction Trades

Outdoor Work

Bricklayer
Carpenter
Electrician
General Contractor
Painter and Paperhanger
Plasterer
Plumber and Pipefitter
Sheet Metal Worker
Welder
Teacher of Industrial Arts

5. Name some occupations in the selling field.

6. Name careers within the same occupational cluster as your present
work assignmew'.:.

If you cannot answer all of the questions above, proceed directly
to Activity 1. If you can answer all of the questions in this Pre-
Test, see your instructor and he will instruct you to "Move on" to
the next exciting package!

-3-

135



PRE-TEST (Scoring Key)

1. a. Vital Information for Education and Work--The use of visual
aids to inform students of career opportunities.

b. Dictionary of Occupational Titles--A series of books containing
information on career opportunities.

c. A basic reference source on occupations published by the United
States Department of Labor Statistics.

All can be found in the counseling offices, school and public
libraries.

2. An occupational cluster is a number of similar occupations con-
sidered as a group because of their close relation to each other.
An occupational cluster is a collection of occupations having
common properties combined into a group.

3. Secretary Clerk, Junior secretary, Intermediate secretary, Senior
secretary, and Executive secretary.

a. Salesperson, buyer, department manager, and store manager.

4. Building and Construction Trades

5. Automobile Sales and Service Worker
Department Store Manager
House-to-House Salesman
Insurance Salesman
Real Estate Agent
Salesmen

6. Self-explanatory



LEARNING ACTIVITIES AND RESOURCES

INSTRUCTIONS: Activities 1, 2, and 3 are required.

ACTIVITY 1

This activity is designed to help you to identify the jobs available
to you within the occupational cluster of your job and to enable you
to list their levels of advancement.

1. List as many different jobs at your career station as you possibly
can.

2. From the above list, select those jobs which are within your
occupational cluster at your career station.

3. Below is a "career ladder." Each rung of the ladder is another
step towards the top. Starting from the first step, list the
levels of advancement of your present job.

a. Identify your progress with a star * to indicate the step
on which you now find yourself.

-5-
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LEARNING ACTIVITIES AND RESOURCES (Continued)

4. You may, by starting out in one occupation, be able to branch
out in several directions and still remain within the same
occupational cluster.

If this be the case, you may use the following "ladder" for your
diagram to complete your progression to the T 0 P .

a. Identify your "step" on your ladder:

1. With one star * to indicate your present work assignment.

2. With two stars ** to indicate the career you would like to
attain.

-6-
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I
LEARNING ACTIVITIES AND RESOURCES

ACTIVITY 2

This activity is designed to enable you to compare the educational and
training requirements of your present work assignment with those of
other careers within the occupational cluster.

1. List the educational and training requirements of your present
work assignment at your career station. (You may wish to refer
to Performance Objective 3.3.1, Activity 1, page 5.)

2. Using the careers within your occupational cluster as listed in
Activity 1, item 2 of this LAP, complete the following form- -
first by identifying the career and then by listing the educational
and training requirements below for each career.

Career Title

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

EDUCATIONAL REQUIREMENTS TRAINING REQUIREMENTS

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.
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LEARNING ACTIVITIES AND RESOURCES (Continued)

Career Title

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

EDUCATIONAL REQUIREMENTS TRAINING REQUIREMENTS

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

(For references you may use the following sources)

Vital Information for Education and Work - VIEW
Guide for Young Workers by U. S. Department of Labor
The Occupational Outlook Handbook by U. S. Department of Labor
Dictionary of Occupational Titles - DOT by U. S. Employment Services
Handbook of Job Facts compiled by Science Research Associates - SRA
OR see your work experience education coordinator.

3. Compare the educational and training requirements of your present
work assignment with those of other careers within the occupational
cluster by listing:

a. Those occupations that have the same educational requirements
as your present work assignment.

b. Those occupations that have fewer educational requirements.

-8-
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LEARNING ACTIVITIES AND RESOURCES (Continued)

c. Those occupations that have more educational requirements.

d. Those occupations that have the same training requirements as
your present work assignment.

e. Those occupations that have fewer training requirements.

f. Those occupations that have more training requirements.

4. Discuss these educational and training requirements with your work
experience education sponsor and record the results of your discussion.

5. List those occupations which have the same education and training
requirements as your present work assignment.

Star * those occupations in which you could become interested in as
a career.

-9-
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LEARNING ACTIVITIES AND RESOURCES (Continued)

ACTIVITY 3

INSTRUCTIONS: This activity is designed to help you outline the steps
you must take and estimate the time you need to qualify
for the career you would like to attain.

1. What career would you like to attain?

2. What are the related occupations to this career you have chosen?

3. On the following page is a summary of the basic career data of a
florist. Using this as an example, complete the blank sheet on
page 12 giving the data concerning the career you would like to attain.

4. Using the occupational analysis on page 12, what steps have you
completed towards qualifying for full-time employment in the career
you would like to attain.

5. Complete the chart on page 13 listing the steps you need to take to
qualify for your career, state whether they are educational or
training steps and estimate the time in weeks, months, years, needed
to complete this training.

6. Discuss with your work-experience education sponsor as to how you
plan to accomplish this career goal.

-10-
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DUTIES

LEARNING ACTIVITIES AND RESOURCES (Continued)

Occupation Florist

Buy, arrange, display, and sell flowers.
Sometimes arrange flowers in churches, homes,
and commercial establishments or demonstrate
arrangements for clubs or classes. Some
operate greenhouses.

WHERE EMPLOYED

NUMBER OF WORKERS

EDUCATION AND TRAINING . . .

Throughout U. S. but primarily in cities.

Over 13,000 of 22,000 retail flower shops
employ salaried help. About 50% women.

.High school graduation is advised. Additional
training given on the job or in special
schools. College is advised for shopowners.

SPECIAL QUALIFICATIONS . . . .Artistic sense, manual dexterity, tact in
dealing with the public., For a shopowner,
good business sense and a thorough knowledge
of flowers.

WAYS TO ENTER FIELD Secure a job with a florist through want ads,
personal contact, or employment agency.
After school and summer work is a good entry
route.

CHANCE OF ADVANCEMENT Advancement in a shop is to assistant floral
designer, designer, and manager. Opening
one's own shop is a frequent goal.

EARNINGS Beginners: $65 - $75 a week. Skilled
workers $125 or more per week.

SUPPLY AND DEMAND Floral business continues to increase
considerably each year. Great demand for
part-time workers for holiday rush seasons.

Thiemann, Norma L., Handbook of Job Facts,
Science Research Associates, Inc., Chicago,
Illinois, 1968, page 52.
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LEARNING ACTIVITIES AND RESOURCES (Continued)

NAME

OCCUPATION

DUTIES

WHERE EMPLOYED

NUMBER OF WORKERS

EDUCATION AND TRAINING . .

SPECIAL QUALIFICATIONS . .

WAYS TO ENTER FIELD

CHANCE OF ADVANCEMENT .

EARNINGS

SUPPLY AND DEMAND

-12-
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rte

STEPS I NEED TO TAKE FOR THE CAREER I WOULD LIKE TO ATTAIN

Steps I Need Education Training Time Needed

-13-
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POST TEST

INSTRUCTIONS: This Post Test is to measure your understanding of
Performance Objective 3.3.2. Write your answers in
the spaces provided.

1. What is an occupational cluster?

2. What careers are in the same occupational cluster as your present
job?

3. What educational and training requirements do you need to fulfill
before qualifying for the career you would like to attain?

4. What steps do you need to take to fulfill these educational and
training requirements?

5. How much time do you estimate it will take you to fulfill these
educational and training requirements necessary to qualify you for
the career you would like to attain?

-14-
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POST TEST (Scoring Key)

1. An occupational cluster is a number of similar occupations
considered as a group because of their close relation to each
other.

2. Self-explanatory.

3. Self-explanatory.

4. Self-explanatory.

5. Self-explanatory.

The minimum level of acceptable performance is to have all answers
correct as determined by your work experience education coordinator.

S E. E I -DEAS

-15-
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I

I-DEAS

1. "THE NAME OF THE GAME"

The name of the game is 'OCCUPATIONAL CLUSTER."

a. One half of the students are on team #1 and the other half on
team #2.

b. The instructor names an occupational cluster.

c. One member of team #1 names a job within the occupational
cluster, followed by a member of team #2 naming a second
job within the same occupational cluster.

d. This process is repeated until one team stays in the game
the longest time naming the most jobs and wins the game.

(For the instructors assistance, below is listed a number of career
clusters.)

Healch Occupations
Hospitality and Recreation Occupations
Manufacturing Occupations
Marketing and Distributive Occupations
Marine Science Occupations
Personal Service Occupations
Public Service Occupations
Transportation Occupations
Consumer and Homemaking Related Occupations
Fine Arts and Humanities Occupations
Agri-Business and Natural Resources Occupations
Communications Media Occupations
Construction Occupations
Environmental Occupations
Business and Office Occupations

2. On pages 17 and 18, following, are two Job Descriptions for positions
advertised. Using these descriptions as an example, compose one of
your own which describes the career you would like to attain. Be
certain to include the salary.

3. IT IS LATER THAN YOU THINK !MUM!!!

On page 19 is a Time Clock of the career YOU would like to attain.

At "one o'clock" is the beginning of your career you would like to
attain. In the space provided, write in the first step you must take
or have taken towards "twelve o'clock"--your goal.

Follow through with step two at two o'clock, three at three o'clock,
etc., until you reach your goal at twelve o'clock.

Place your time hand at the step and hour you now
find yourself.

-16-
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SCHOOL SECRETARY II

INTERMEDIATE SECRETARYOPPORTUNITIES

111:4,:;.::..11...71Zuri&o......,:.: ..... ROOM II 8 , EDUCATION CCUTCR - PARK BLVD. AT EL CAJON BLVO.

!..
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APPLICATIONS Applications to take the examination for either or both job classes will be
received until furthur notice and must be on file in the Classified Personnel
Department (Room 1138) prior to the examination.

THE EXAMINATION Tests ordinarily will be scheduled on Thursday mornings by advance appointment
only. Valid typing certificates issued by a recognized agency within the
last two years will be accepted.

( Bilingual:English/ Spanish )

SALARY PER MONTH 1st Year 2nd Year *3rd Year 4th Year 5th Year
Range No. 27 $516 $542 $569 $597 $627

THE POSITIONS

OTTES

*Starting salary may be on the 1st-, 2nd-, or 3rd-year step, depending upon an
evaluation of previous experience. (Part-time positions are NOT available in
either of these job classes.)

INTERMEDIATE SECRETARY: Typically 12-month, full-time positions located in
central or branch administrative offices or one of the community colleges.
SCHOOL SECRETARY TT: Typically 10-month, full-time (school year) positions
in designated elementary and secondary schools with a significant Spanish
speaking clientele.

Performs any combination of the following: Acts as a secretary to an Admin-
istrator or supervisor, or as a general secretary of a school provides
English /Spanish translation services and communicates in Spanish with utudc:v.t
parents, and the public; takes and transcribes dictation; interprets policy
and procedures to the public, staff, and pupils; maintains operational records
prepares correspondence and reports; enrolls and transfers students; operates
office machines; maintains school and student body files and accounts; assist:
with first aid for pupils; trains and supervises students or clerical assis-
tants; performs other duties as assigned.

REQUIREMENTS
Experience (1)

. (2)

LanguLTe (3)

Skills and (4)
Abilities

(5)

Twenty-four months of full-time equivalent, paid, diversified, increas-
ingly responsible, secretarial or stulmElphicoxperienc:e he
regular use of shorthand within the last ten years.
Graduation from a recognized four-year college with a directly related
business or secretarial major may be substituted for one year of the ex-
perience requirement.

Must be thoroughly competent in English usage and in conversational
Spanish.

Ability to take dictation in English at 80 words per minute, and to type
at a net, corrected speed of 50 words per minute.
Above - average technical knowledge of grammar, spelling, and punctuation;
good computational, clerical, and record keeping skills; good working

knowledge of modern office methods and procedures, and the operation of standard office machines
and equipment; ability to exercise good judgment, tact, and diplomacy; ability to train and
supervise others, and to accept responsibility.

.XAMINATION Written Test
WEIGHTING Interview

607,

407.

1214cN:lo Open No. 1096
6/22/71 (Rev.) One-Year Eligibility
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CALIFORNIA STATE IPE-RSOLNI!lEl. BOARD EXAMINATION

,-..

*:,' .4.-.....:..i...t :

A COMPETITIVE EXAMINATION OPEN TO ALL WITHOUT REGARD TO RACE, RELIGION, ANCESTRY, OR SEX.

CLERK II
SAN DIEGO COUNTY
(Indicate this location on your application. In order to achieve eligibility
from this examination, you must take the written test in this location. )

EXAMINATION DATE: July 31, 1971

FINAL DATE FOR PILING APPLICATIONS: July 9. 1971

SALARY RANGE: $457 480 505 530 556

0756

fliE PosmoN The Clerk II, under supervision, is required to perform varied clerical wok!: of average difficulty which includes
the following tasks: Compiles or checks reports involving the use of some independent judgment; fills in and
sends out form and circular letters; looks up information for the public or for department use; compiles, tabu-
lates, and checks statistical data; maintains files, cards, mailing and other lists: writes form letter:: checks
invoices against purchase orders: receives and checks applications or fees and writes ...ceipts; receives the
public and-handles twine business; receives and adjusts minor complaints: prepares and checks payrolls; checks
and verifies bills; sorts, distributes, and files cards, papers and other documents; and does other work as requited.

REQUIREMENTS Note: These are entrance requirements for admission to the examination, which is competitive. Possession
of the entrance requirements does not assure a place on the eligible list. A candidate's performance in the
examination described on the reverse will be Judged in comparison with the performance of other candidates.

California residence is not required.

Either I
Experience: One year of clerical experience. (crliiic education above the twelfth grade may be substituted

for the required experience on the basis of either (a) one year of general education being equivalent to three
months of experience; or (b) one year of education of a business or commercial nature being equivalent to
six months of experience. Students who are enrolled in the last semester or its equivalent to course work
which upon completion will fulfill these requirements will be admitted to the examination, but they must
submit evidence of completion before they can be considered for appointment.) and

Education: Equivalent to completion of the twelfth grade. (Additional qualifying experience may be sub-
stituted for the required education on a year-for-year basis. )

Or II
One year of experience in the California state sr7-0ZZ performing the duties of Clerk I.

TIIIS CANCELS AND SUPERSEDES Tiff. BULLETIN ISSUED 6/3/71.

r
CLERK II SALARY RANGE: $457 - 556 APPLY BY: i 9 - 71
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Le Prepared Bys Thomas G. Schmitt

WCRK EXPERIENCE EDUCATION
LEARN= ACTIVIT! PACKAGE #

Type of Work EXperience Education: VOCATIONAL

Program Goals 3.4 Compare the educational and training requirements
needed for advancement with occupational areas related to your
present assignment to your potential for success in them.

Performance Objective: 3.4.1 Compare the requirements needed to reach
the level of advancement that you would like to attain in your
occupational area with: (1) your school achievement, (2) educa-
tional and training requirements of the careers selected, (3) your
self-assessment, and (4) your capacity to delay your career expec-
tations because of necessary related education and training.

NOTE TO THE STUDENT

By the time you have completed this LAP you will have:

1. Compared the educational and training requirements of your
selected career expectations with your school achievement

2. Analyzed your aptitude, interests, values and compared them
with your career expectations

3. Verbalized about your ability to pursue long range goals

RATIONALE

This LAP is designed to help you consolidate the information

you have gathered about yourself and your career expectations

and analyze the degree of appropriateness of your choice.

DIRECTIONS

(Complete LAP 3.1.1, 3.1.2, 341.4,
doing this LAP.)

In this LAP you will determine the
occupational level and analyze and
of these requirements.

3.1.5, 3.1.6, 3.1.7 before

requirements of the desired
evaluate yourself in terms



I

I

PRE-TEST

1. What is your career expectation?

2. What sources of information would you investigate or contact to learn the
training and experience necessary for your career objective?

a.

b.

C.

3. What are the short range goals or levels of advancements you might reach
on the way to your major career objective?

a.

b.

C.

d.

e.

4. How much specific vocational preparation is required to achieve skills to
perform the job indicated in Question 1?

5. How does your school achievement influence your ability to achieve your
career expectation?
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PRE-TEST (continued)

6. Are you achieving well in areas that relate closely to your career
expectations?

7. In light of the answers in Question 4 and the study of yourself in
the LAPS on your interests, aptitudes, attendance, hobbies, values,
interests in working with people, data, or things; explain and relate
how your aptitudes, interests, etc., will help you achieve the spec-
ific vocational training you need for your career expectation.

.11111=0111

8. Are the short range goals or advancements listed in Question 3 in keeping
with your capacity to delay reaching career expectations? Explain how.
Are you an impatient person? Are you a person who will stick to a task
until it is accomplished?

Minimum level of acceptable achievement is 80 points. If you achieve 80, you
may skip the LAP.
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PRE-TEST

Scoring Key

1. Score five points for answer.

2. Encyclopedia of Careers
Bulletins of Colleges
Bulletins of specific professions
Occupational Outlook Handbook
bictionary of Occupational Titles

Scoring: Score three points for each answer up to a maximum of nine points.

3. Answers must show some indications of having thought out some goals and
be related to reaching expectation.

Scoring: Score five points for each response up to a maximum of 25 points.

4. Check qualification profile of occupational familities in D.O.T.

Scoring: Score ten points for answer.

5. A. response should include the idea that by developing power to achieve
at a young age will enhance your probability for success in reaching your
career expectation, and also you are laying a base of knowledge and ideas
to build on for future success.

Scoring: Score answer up to a maximum of 15 points.

6. Yes or No

Scoring: Score five points for answer.

7. A response will have to be judged by Coordinator of Work EXperience Education.

Scoring: Score answer up to a maximum of ten points.

8. A response must show evidence of thought into understanding of self in
relation to career expectations.

Scoring: Score answer up to a maximum of fifteen points.

Possible total score is 94 points.
Acceptable Score is 80 points.



LFARNIAD ACTIVITIES AND RESOURCES

Complete an five (5) of the following activities.

4-
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ACTIVITY 1

General descriptions of requirements for many of the occupations

known today are stated in:

1. Encyclopedia of Careers and Vocational Guidance--Volumes I and II

2. Dictionary of Occupational Titles

3. Occupational Outlook Handbook

Also included are descriptions of levels of possible advancement. Read

these descriptions and decide the level of advancement you desire to achieve.

That level is:

-6-



ACTIvIn 2

On the form provided for ACTIVITY 2 on pages 8 and 9, compare the educational
and training requirements with your school achievement in the subject areas
required for each requirement. The directions are on the form.



Career Expectation:

FORM FOR ACTIVITY 2

In GAInet 1 list the requirements and levels of possible advancement as gained
from the resources in ACTIVITY 1. In column 2 list the subjects you are taking
and have taken that are related, to each of the requirements or levels of advan-
cements and record the grades you are achieving Or have achieved in each subject.

COLUMN I
Requirements

COLUMN II
Related School Subjects and Grades

,ma

IMO

After filling out this forms study it carefully, then on the next pages in SECTION
I list the requirements and level of advancement listed in Column I in which your
school achievement is A or B. In SECTION II, list those requirements in which
school achievement level is C. In SECTION III, list requirements and level of
advancement in which school achievement level is D or F. In SECTION IV, decide
whether your level of school achievement is such that you can expect to achieve the
level of career advancement you desire. Give the reasons to explain, your decision.
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FORM FOR ACTIVITY 2 (continued)

SECTION I: Requirements with school achievement A or B

SECTION II: Requirements with school achievement C

SECTION III: Requirements with school achievement D and F

SECTION IV: Evaluation on ability to reach career expectation
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ACTIVITY 3

In preceding LAPS you have evaluated yourself in relation to:

a. Preference in working with people, data, things; Performance
Objective 3.1.6

b. Aptitudes; Performance Objective 3.1.1

c. Interests; Performance Objective 3.1.2

d. Hobbies; Performance Objective 3.1.4

e. Values; Performance Objective 3.1.5

f. Achievement; Performance Objective 3.1.7
Attendance; Performance Objective 3.1.7

Now it is time to relate these to your specific career expectation, which is

. Review the information in these

LAPS and then use the forms provided for ACTIVITY 3 on pages 11 and 12.

Directions for the activity are on the form.

-10-
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Career Expectation:

FCRM FOR ACTIVITY 3

The test you took in the earlier LAPS rated you in aptitudes, interests, and
interests in working with people, data, and things. Place these test ratings
in the appropriate columns. Use the information in the LAPS on hobbies, values,
and attendance to fill in Columns 5, 6, and 7. If your hobbies and values are
strong in the item in Column 1, put a plus (+) in the correct column; if they
are very definitely unrelated, put a minus (-); if there is no indication either
timw, leave the space blank. If your school attendance is good in the areas in
Column 1, put a plus (+); if poor, put a minus (-).

EDUCATION RiD MINIM
RDWIREMENTS TO REACH
CAREER EVECTATION

COMM I

PEOPLE
DATA
TIMIGS

(2)

APTITUDFS

(3)

INTERIMS

(4)

HOBBITS

(5)

VALUES

(6)

ATTEND.AliCE

AND
ATTITUDE

(7)

-1-

After you have filled out the form, study the results and then in SECTION I on
the next page, list the items in Column 1 in which your answers in the other
columns are mostly positive or favorable. In SECTION II list the items in Col-
umn I in which the answers in the other columns are mostly negative or unfavor-
able. In SECTION III decide whether most of your items are in SECTIONS I or II.
In SECTION IV, decide whether your aptitudes, interests, hobbies, interest in
working with people, data, or things, etc, blend with your career expectations.
Explain your decision.

-11-
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FORM FOR ACTIVITY 3 (continued)

SECTION I: Requirements with mostly positive responses.

SECTION II: Requirements with mostly negative responses.

SECTION III: Are most responses positive or negative?

SECTION IV: Do items in Columns 2 - 7 blend well with career expectations?



I

ACTIVITY 4

In order to become a secretary it is necessary to learn to file, types use
a dictaphone or take shorthand. It is often necessary also to know how to
keep simple books and records. All of these can be viewed as short range
goals in your progress to the job you finally desire to attain (becoming a
secretary.)

Matsui of filling out a form or illustrating a point--use your
imagination and write a 500 word essay analyzing your ability to
be pleased with success in each step along the way in acquiring
your major career expectation - -or are you a type of person who
has to reach a goal quickly?

FORM FOR ACTIVITY 4

Write 500 word essay as explained above. (Use following page as needed.)



1. Your career objective is

POST TMT

2. Lists for each of the aptitudes below, the level required for average
performance of the career listed above.

a. Intelligence g. Mbtor Coordination
b. Verbal h. Finger dexterity
c. Numerical i. Manual dexterity
d. Spatial j. We-hand-foot
e. Form perception coordination
f. Clerical perception k. Color discrimination

3. Cite. three specific educational and/or training requirements for achieving
your goal.

a.

b.

c.

4. Indicate the interest area, or items you should show an interest in,
recommended for success in this career.

5. How does your school achievement influence your ability to achieve your
career expectation?

6. In light of Questions 2, 3, and 4 above, explain and relate how your aptitudes,
interests, etc. will help you achieve the specific vocational training you will
need for your career expectation.

-15-
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V

POST TEST (continued)

7. Is your personality such that you can be satisfied with using short
range goals as stepping stones to your ultimate goal? Explain.

If you achieve 80 points, go on to the I-DEAS with this LAP. If your score
is less than 60 points, discuss with your Coordinator of Work Experience
Education about what he wants you to do.
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POST TEST

Scoring Key

1. Score five points for a realistic response.

2. Check Volume II of Dictionary of Occupational 211111, work trait section.

Score three points for each correct response with a total of 33 points.

3. Refer to form for Activity 2 of this LAP.

Score five points for each correct response up to a maximum of fifteen points.

14. Refer to Activity 3 of this LAP.

Score five points for correct response.

5. A response should include the idea that by developing power to achieve at
a young age will enhance your probability for success in reaching your
career eopectation, also you are laying a base of knowledge and ideas to
build on for future success.

Score up to a mall.mum of fifteen points for answer.

6. A response will have to be judged by the Coordinator of Work Experience
Education.

Score up to a maximum of ten points for answer.

7. A response will have to be judged by Coordinator of Work Experience
Education and must show evidence of thought into understanding of self
in relation to career expectations.

Score up to a =rim= of fifteen points.

Total Possible Points: 88 points.
Acceptable Score: 80 points.



)
I-DEAS

1. Prepare or write a skit illustrating what happens to a person who doesn't

achieve well in school; there may be many reasons for poor achievement- -

use several people, each illustrating a different reason for poor achieve-

ment. Show what happens to these people as related to their career expec-

tati ons .

2. Draw a cartoon series illustrating the impatient person who does not have

the capacity to delay career expectations to achieve necessary education

and training.

3. Write an "Aesop Fable" to illustrate either of the above situations.



LAP Prepared By: Dr. Dave Taxis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 4.1 Maintain the personal grooming and dress required
in the work environment of a selected career.

Performance Objective: 4.1.1 Given descriptions of personal
grooming and dress which are required in a variety of work en-
vironments, select those which are important to your selected
career. Describe why they are important to your work experience
education coordinator.

NOTE TO THE STUDENT

The purpose of this LAP is to help you to select and main-
tain those aspects of proper personal grooming and dress
which are required in your chosen work.

RATIONALE

Grooming and Dress
The need for good groaning and proper dress in any occupation
cannot be over-emphasized. A recent survey of 153 com-
panies* indicates that the most common reason for rejection
of a job applicant was poor personal appearance, in spite
of the fact that many applicants were perfectly capable of
doing the work required. The employer looks upon the
employees as representatives of his company and he wants
them to create the best possible impression.

Many employees fail to advance or are laid off due to poor
personal hygiene, lack of proper dress or appearance, or
failure to utilize proper safety apparel. Although an em-
ployee may have no personal contact with a firm's customers,
a potential customer may base his decision to place an order
on a personal survey of the firm's facilities and his im-
pression of the work force. For this reason alone many
employers insist on uniforms or common dress.

An employee with bad breath or body odors may be the target
of complaints by his co-workers, while long hair or beards
may present a safety or contamination hazard. Thus good
grooming and dress are certainly major factors for success
and advancement in almost any occupation.

*Suceeding in the World of Work: Kimbrell & Vineyard;
McKnight Publishing Co., 1970.
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DIRECTIONS

In this LAP you must maintain proper personal grooming and
dress. You will rate yourself each day for a period of
one week. Then you will take your rating chart to your
instructor and/or employer. If he agrees with your self
rating and also gives you a satisfactory rating, then you
may skip the activities in this LAP. (No pretest)

169



PERSONAL GROOMING CHART

(write in "yes" or ono)

PHYSICAL HEALTH: 1. 2 3. 4. 5.

1. Wellrested

2. Daily bath/shower

3. Use of deodorant

4. Brushed teeth

5. Clean breath

6. Shinyclean hair

7. Becominglystyled hair

8. Clean complexion

.
.

9. Clean hands and nails

10. Clean shaven/makeup

Rating Scale:

This chart represents five work days. Write in "yes" or "no"
if you have complied with each of the ten items of grooming.
To thine own self be true. Be honost in your assessment.

Now take this completed chart to your instructor and/or employer.
If he is satisfied with your rating and feels that you are com
plying and will continue to comply with the proper standards in
grooming, then he will exempt you from continuing the rest of
these activities.

-3-
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GUIDELINE FOR APPROPRIATE DRESS

(write in "yes" or unon)

1.. 2. 3. 4. 5.

1. Clean socks/stockings

2. Clean underwear

3. Clean outerwear
Neat and pressed

,

4. Color-coordinated
Fashionable
Figure-flattering

5. Tie/accessories

il. Shoes
Polished
Well-heeled

7.

8.

i-

9.

10.

Follow the instructions as given under the Personal Grooming
Chart. The items #7 - 10 are left open for you to complete as they
apply to your particular job. Work clothing is hard to pin down and
categorize. The clothes you wear depend on the type of job you have.
If in doubt about the type of clothes to wear, discuss your problem
with your employer, your fellow workers, or your work experience sponsor.
*These items may not apply to your type of work. If so, change the
items so they relate to your vocation.
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Choose three to complete

1. Go to the library and select a book on dress and grooming in
relation to your vocation. Report in writing (or orally before
your V. E. Class) on at least three areas in which this book
proved beneficial to you.

2. Observe five of your co-workers. Make a brief analysis of their
grooming and dress habits. Use a chart such as the one you used
to evaluate yourself. Make a copy of it. The #1 - 5 can represent
your five co-workers. Based upon your chart findings, write a
report about the specific aspects of grooming and dress which you
find pleasing and desirable in the people at your work.

3. Interview three friends and/or relatives to determine what aspect
of your grooming or dress should be improved. To help them with
this assessment, give them charts like the ones included in this
package. Or be creative and formulate your own grooming and dress
evaluation charts. Use their suggestions to make a list or to
write a paragraph dealing with your self-improvement. Abide by
their suggestions for one week. Return for another assessment.
Save all charts and evaluations to submit to your work experience
co-ordinator.

4. Talk to your employer concerning his ideas on grooming and dress.
If possible, tape record the interview. Summarize his ideas
either on tape or in writing.

5. From an old magazine, cut out a picture of a person appropriately
groomed and dressed for the type of work such as you are doing.
Post this on your mirror to remind you of these standards. Under
the picture post a list of things to follow which will help you
achieve the necessary standards. At the end of a week, write a
brief report stating whether or not this activity was beneficial
to you.
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POST TEST

1. Name a position or job in your company or place of work that would
be filled by a person wearing one of the following modes of dress:

a. Business suit:

b. Sport clothes (jacket with tie):

c. Sport shirt and slacks (skirt and blouse):

d. Overalls or work clothes:

e. Uniform:

f. Safety apparel:

2. Name your . job and mode of dress appropriate for it. Be specific.
Inclu&&tails. Describe why these aspects of grooming and dress
are important in your line of work.

3. List the grooming habits you should follow each morning in preparation
for your day's work.

4. Since ',time is of the essence', in the morning, what grooming habits
could you follow each evening to better organize yourself for your
workday?



5. Write the reasons you think your employer might find that would

make him reluctant to hire a man with long hair or a beard.

6. Are there any articles of safety apparel applicable to your job?
If so, what are they? Why are they necessary?

7. Which elements of good grooming do you feel are most neglected?
Why do you feel these aspects of grooming are overlooked?

-7-
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POST TEST (Scoring Key)

1. This question must be evaluated by the coordinator since there
are many possible answers.

2. This question must be evaluated by the coordinator since there
are many possible answers.

3. Showers, shave deodorant, aftershave lotion, check nails, brush
and comb hair, brush teeth after breakfast, mouthwash.

4. Select clothes for the next day, check for wrinkles, etc. Shine
shoes, check nails.

5. Long hair may be a contamination or safety hazard or may not
present the best impression on an inplant survey by potential
customers.

6. Evaluation by coordinator.

7. Primarily long hair and neglected nails because most people do
not have a regular schedule for taking care of grooming elements
that do not need attention every day. A regular barber appointment
should be a part of good grooming.

Passing score: Five correct responses out of seven questions.



1-DEAS

3., Each day for one week take a picture of yourself wearing the
appropriate attire for your line of work. Since each picture is
worth a thousand words, write a short paragraph (it need not be
a thousand words!) on why you consider yourself appropriately
groomed and attired. Affix a picture to each of your paragraphs
and submit it to your employer or co-ordinator. Do they agree
with the opinions you have formulated?

2. Check in your school's audio-visual catalog or at the public
library for available and free films on grooming and dress (making
sure they are of recent vintage). Preview the films and present
the best ones to your class.

3. Using a slide or moving picture camera, make your own film presentation
on grooming and dress. Cartoons or real people can act for you.,
Spice with some humor. Your narration can be done on tape. Share
it with your class and friends.



LAP Prepared By: Dr. Dave Taxis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 4.1 Maintain the personal grooming and dress required
in the work environment of a selected career.

Performance Objective: 4.1.2 Report to your career station appro-
priately groomed and dressed. Verification of the attainment of
this objective will be made on a rating form by your work experience
education sponsor.

NOTE TO THE STUDENT

By the time you finish this LAP you will have a list of

criteria for judging your dress and grooming appearance.

RATIONALE

This LAP is designed to help you recognize well or poorly

groomed people. A well groomed person will have properly

trimmed hair, clean face and hands, reasonably clean

pressed clothes and an overall neat-clean look.

DIRECTIONS

In this LAP you will be inspected by your Work Experience

Education sponsor for overall appearance. You will have

acquired criteria to evaluate a properly groomed person

and you will evaluate your own appearance.
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PRE-TEST

Using the picture below, list five (5) things you would look for
in determining whether or not these people are properly dressed
and groomed.

1.

2.

3.

4.

5.



PRE-TEST

Scoring Key

1. Clean hands

2. Groomed hair

3. Clean teeth

4. Overall neat appearance

5. Pressed clothing

These are samples only--other items accepted by coordinator at
his discretion.



LEARNING ACTIVITIES AND RESOURCES

ACTIVITY 1: Before going to work or directly after work, which-
ever is more convenient, report to your work exper-
ience education sponsor for a grooming and dress
inspection. Discuss your appearance with your work
experience education sponsor.

ACTIVITY 2: Using the criteria on the form below rate yourself:

Excellent - 3 points

Good - 2 points

Acceptable - 1 point

Poor - 0 points

Unacceptable - (-1) point

Rating

Clothes are reasonably clean and pressed

Hair is clean and combed

Hands and fingernails are clean and trimmed

Men shaved--Women proper make-up

Appropriate clothes are worn

Total Score

-4-
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POST TEST

1. Using the criteria and the rating form below, test yourself
before going to work every day for one week. On one day have
your supervisor rate you.

Rating Scale:

Excellent - 3 points

Good - 2 points

Acceptable - 1 point

Poor - 0 points

Unacceptable - (-1) point

DAY

Supv.
1 2 3 4 5

Clothes are reasonably clean & pressed

Hair is clean and combed

Hands & fingernails. clean & trimmed

Men shaved/Women proper make-up

Appropriate clothes worn

TOTAL DAILY SCORE

-5-
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POST TEST

Scoring Key

To pass this test you should receive acceptable in every category
and a daily total of 6 or more.

-6-
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I-DEAS

1. Look through a magazine or newspaper and cut out examples of
well-groomed and poorly-groomed people.

2. Make a detailed check list for yourself of daily grooming habits.
Rate yourself.

3. Discuss with a friend an appropriate grooming criteria. Rate
each other on your criteria.

4. Have a classroom discussion on various occupations and why
people dress as they normally do for these occupations.

5. Make a list of five people you see daily, note their appearance
for one week.

6. Make a study of the change in dress habits over the last 50
years.

7. Pick an occupational area and describe or illustrate how people
in this occupation in different countries would dress.

-7-
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LAP Prepared By: Ed Thomas

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 4.2 Demonstrate the behaviors and attitudes required
in the work environment of a selected career.

Performance Objective: 4.2.1 Discuss with your related class or
your Work Experience Education Coordinator the behaviors and
attitudes necessary for success in the work environment of a
selected career station. Use the rating scale provided to
indicate those requirements which you find acceptable, and those
you find unacceptable or you consider unnecessary.

NOTE TO THE STUDENT

By the time you finish this LAP you will be able to identify
behaviors and attitudes in a work situation which will affect
your success in your selected career. You will be able to
tell why you dislike or disagree with certain behaviors and
attitudes, and you will be able to rate yourself in some
important behavior and attitude areas.

RATIONALE

This LAP is designed to help you recognize and analyze some

behaviors and attitudes which will help you succeed or cause

you to fail in your selected career station.

DIRECTIONS

In this LAP you will tell how you feel about some requirements
for a specific job, you will identify some important behaviors
and attitudes, and give examples from your own observations.
You will rate yourself in these important areas and identify
behavior and attitude requirements for success in your
selected career station.
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PRE-TEST

For each of the five (5) requirements for success at the Chew-A-Lot
Bubble Gum Company listed below, indicate on the rating form provided
below how you feel about each. Put yourself in the position of someone
who has been with Chew-A-Lot for about a year and is considering either
accepting a promotion within Chew-A-Lot or accepting a similar job with
Gibson Gum Balls, a competitive firm.

Chew-A-Lot Success Plan

1. No mustaches, beards, sideburns or long hair for men.

No pantsuits, hot pants, short skirts or jeans for women.

2. Always wear a smiling bubbly-gum face.

3. Early to work and late to leave is the hallmark of a

dedicated employee.

4. All promotions will be on a merit, not seniority, basis.

5. We work hard four days a week and take three-day week-ends.

Now indicate your feelings about each part of the "Success Plan."

1 3 4 5

A. Strongly agree
,

B. Agree

C. Mildly disagree

D. Disagree

E. Strongly disagree

_
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Discuss below, why you disagree with those requirements which you
marked in categories C, D, and E.
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PRE-TEST (Scoring Key)

There are no correct or incorrect answers for how you feel about
each of the requirements at Chew-A-Lot. You should, however, be
able to identify jlav you disagree with those items you marked
C, D, or E.

You may, if you wish, discuss why you agree with those requirements
marked A and B. Go on to the Learning Activities and Resources.
Do all three (3) activities.



LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #1. Matching: Match the words and phrases in Column A
with the definitions in Column B. Put the letter of
the definftic. next to the word it best describes.

A B

1. Prejudice A. Not eager or willing to work
or exert one-self

2. Self-control
B. Behaving in a manner expected

3. Ability of someone in their own age
group

4. Rebel attitude
C. Unnecessary and unjustified

5. Laziness negative attitude and action
towards people and situations

6. Training
D. Having acquired the related

7. Motivation knowledge (facts and aware-
ness, and understanding) to

8. Patience perform a given task or tasks

9. Unwilling to cooperate: E. Control of one's emotions,
desires, and actions

10. Maturity
F. An unfavorable judgment

11. General negative formed before the facts

attitude are known

G. Impulse or inner drive to
do something

H. Unwilling to work together
for a common purpose

T. Having the required skill
to perform a given task

J. The ability to wait or
endure without complaint

K. Openly resisting authority

-5-
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ACTIVITY #2. Examples: Give a brief example from your selected
career station for each of the 11 attitudes and behaviors
listed in Activity #1.

1. Prejudice:

2. Self-control:

3. Ability:

4. Rebel attitude:

5. Laziness:

6. Training:

7. Motivation:

8. Patience:

1S9
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9. Unwilling to cooperate:

10. Maturity:

11. General negative attitude:
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ACTIVITY #3. Rating: Indicate on the chart below, how y would
rate each of these behaviors and attitudes in affecting
your success in your selected career station. Place an
"X" on the line under the number which represents your
choice or answer.

Highly
Desirable

Beneficial Acceptable Unnecessary Unacceptable

10 9 8 7 6 15 4 13 2 1 1

Prejudice

Self -

control

.
.

Ability

Rebel
attitude

Laziness

Training

Motivation

_

Patience

Unwilling to
cooperate

Maturity

General
negative
attitude

191
-8-



60.

LEARNING ACTIVITIES AND RESOURCES

AOIV/TT 11. 1. F

2. E

3. I

4. K

5. A

6. D

7. G

8. J

9. H

10. B

11. C

I

(Scoring Key)

-9-
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POST-TEST

Part 1: List five (5) requirements (behaviors and/or attitudes)
necessary for success in your selected career station.
Using the rating scale provided, rate yourself in terms
of how well you understand why this is a requirement for success,
and how often you fulfill the requirement. (Part 2 below).

1.

2.

3.

4.

5.

Part 2: Indicate on the graph where you rate yourself for each of your
five (5) requirements for success. Score each reply by
multiplying your understanding why rating by your frequency
of fulfillment score. For example, if requirement 1 is
eating a good breakfast, you might have some idea why this
is important (3 points), and eat a good breakfast sometimes
(2 points), for a total of (2 x 3) or 6.



Understands completely why 4

Has some idea why 3

Has little idea why 2

Has no idea why

1 2 4

Part 3: For each requirement where you rated yourself "Understands
completely" or "Has some idea why," describe briefly why
your requirement is necessary for success.

1.

2.

3.

4.

5.

I



POSTTEST (Scoring Key)

To Pass This Test:

1. Your requirements should be realistic and should reflect
general behavior and attitudes rather than specific skills
required in your selected career station.

2. You should get a score of four (4) or better in each of
your five (5) requirement areas.

3. You should be able to identify some reasonytE each
requirement is necessary for success. If you cannot,
discuss the requirement with your Work Experience Education
Coordinator.

l



IDEAS

1. Write a story which tells about a typical day on-the-job of a
box boy at your local supermarket. Point-out how the behaviors
and attitudes of the box boy, his fellow workers, and the store's
customers affect each other.

2. From your point of view, in your selected career station, give
one or more specific examples for each category listed below of
behaviors and attitudes which you have felt or observed towards:

A. Your customers

B. Your fellow employees

C. Your own success

D. Life in general

E. Your boss

F. The company you work for

3. Make a list of five (5) things you like about your present job
and three (3) things you don't like. For the things you don't
like, discuss why they are unacceptable, unpleasant, unnecessary,
or tedious to you.

-13-
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LAP Prepared by Dr. Dave Taxis

WORE EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of. Work Experience Education: VOCATIONAL

Program Goal: 4.2 Demonstrate the behaviors and attitudes required
in the work environment of a selected career.

ft

Performance Objective: 4.2.1 Discuss with your related class or
your Work Experience Education Coordinator the behaviors and
attitudes necessary for success in the work environment of a
selected career station. Use the rating scale provided to
indicate those requirements which you find acceptable, and those
you find unacceptable or you consider unnecessary.

NOTE TO THE STUDENT

By the time you finish this LAP you will be aware of behaviors

and attitudes present in work situations, and who these behaviors

and attitudes affect; the employee, the employer and/or the

customers.

RATIONALE

This LAP is designed to help you understand how behavior (what

you do in a work situation) and attitudes (how you feel about

doing it),as well as the impression other people form (observation

about your feelings), contribute to your success or failure on a

job. This may be a promotion, a raise, prestige, contacts, or.

exposure. Although some behaviors and attitudes help you to
get ahead, they may be, in your opinion, unnecessary or even
unacceptable. You should learn to identify these requirements.

DIRECTIONS

In this LAP you will cite a behavior or attitude requirement
which you feel is unnecessary, you will list the behaviors and
attitude requirements necessary for success in your selected

career area, and you will select some behavior and attitudes

you would look for in a successful employee.
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PRE-TEST

Imagine a work situation where the boss of the company required the
employees to do something which you feel is unnecessary - in terms
of behavior or attitude. For example, the employees must act as
though the customer is always right. Describe your situation and
discuss why you feel the behavior or attitude requirement is
unnecessary or even unacceptable.



PRF-TEST (Scoring Key)

Any reasonable answer to this test is acceptable.

Now go on to the Learning Activities.

-3-
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LEARNING ACTIVITIES AND RESOURCES

Do all three activities.

ACTIVITY #1. Make a list of five (5) or more bahavior and/or attitude
requirements generally accepted as required for success
in your selected career station.

ACTIVITY #2. For each requirement, check whether you think it is
acceptable, unacceptable, or unnecessary. Re sure to include
at least one unacceptable or unnecessary requirement.

ACTIVITY #3. Explain how you would change the unacceptable requirement,
any why the unnecessary ones are unnecessary.

.

Requirements Acceptable

.

Unacceptable Unnecessary

1.

2.

3.

4.

5.

Unacceptable - Now I would change it

Unnecessary - Why?



POST TEST

Make a list of five (5) or more snecific behavior and attitude

requirements you would evaluate in an employee if you were considering

him for a promotion, a raise, or for a letter of recommendation.

1.



POST TEST (Scoring Key)

Show this completed test to your teacher, who will determine how

well you did on it.



IDEAS

1. Discuss how behaviors and attitudes are learned and changed.

2. flow does a reporter or disc jockey convey his attitude on the

radio?

3. Define success for you in your work situation.

4. Write a skit or short story about how a change in behavior or

attitude contributed to someone's success.



5. Discuss in class how a winning attitude helps a team succeed.

6. Discuss how your attitude as a custcmer might affect the

behavior and attitude of the person waiting on you.

7. Make a list of jobs where attitudes are more important and a

list where behaviors are more important.

Attitudes are more important:

Behaviors are more important:



LAP Prepared By: Dr. Dave Taxis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Coal: 4.2 Demonstrate the behaviors and attitudes required
in the work environment of a selected career.

Performance Objective: 4.2.2 Given an evaluative report by your
Work Experience Education Coordinator or Sponsor that identifies
need for improvement in behaviors and attitudes required on the
lob, accept such criticism in a positive manner. Demonstrate this
through improvement on the job in the areas of deficiency.
Evidence of the ability to profit from productive criticism will
be indicated on a rating form completed by your Work Experience
Education Sponsor.

NOTE TO THE STUDENT

By the time you finish this LAP you will have had some

experience in being criticised. You will practice giving

it to other students and receiving it from your Work

Experience Education Sponsor.

RATIONALE

This LAP is designed to help you understand the reason for

criticism, and to develop a method for using it to your

best advantage. While not all on-the-job criticism may

be fair or realistic, we will assume in this LAP that any

criticism is in your best interests for a more successful

employment experience.

DIRECTIONS

In this LAP you will put yourself in several situations

wherein you will be criticised and you sill criticise. You

will work out positive reactions and solutions to the criticism



a
None required.

PRE-TEST
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LEARNING ACTIVITIES AND RESOURCES

There are five (5) sections to this activity. Do all five. The
IDEAS for this LAP are optional. Your teacher may allow you to
do one or more of them instead of this activity.

ACMTTY #1. A student was told by his sponsor today that he had
a tendency to waste time on the job; for example,
his breaks were too long, he spent too much time
socializing with his co-workers, and he would often
take an hour to do a job that should take only a '

half-hour. The student's sponsor is concerned and
interested in making a reliable, resourceful, and
valued employee of this student. Assuming the
sponsor's criticisms are valid, write out briefly
how the student should react to the criticism and
what he should do to 'improve his behavior and
attitude on the job.

-3- 2G7



ACTIVITY #2. With a fellow student, role-play a boss-employee
situation in which the employee is criticised by
the boss in an effort to improve the employee's
behavior and attitude on the lob. List situations
that are realistic. The employee's reaction should
be positive, not defensive. Work out a solution to
the problem.

ACTIVITY #3. Make a list of your responses to the criticisms.
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I
ACTIVITY #4. Reverse roles and role-play a different situation.

ACTIVITY #5. Make a list of your responses to these new criticisms.

-5- 209



POST-TEST.

Discuss in writing below, one of your weak, on-the-job areas,
preferably one related to a criticism of you received at work.
Discuss what you are going to do about it.
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I POST-TEST (Scoring Key)

Have your Work Experience education Sponsor evaluate your
discussion and rate you on your ability to face and-accept
constructive criticism;

Have him place you on the scale. Circle the number closest
to your ability.

Ability to face and accapt constructive criticism.

10 9 8 7 6 5 4 3 2 1

Excellent Good Fair Poor Unacceptable



IDEAS

1. Discuss in class the difference between positive and negative
reactions to criticism.

2. Define criticism in your own words. Give examples.

3. Discuss, at home, employer - employee criticism.

4. Ask your close friends or parents how they feel vou react
to criticism.

5. Make a list of five (5) things to keep in mind when
criticising others or being criticised.

6. Keep a record of criticism you received on the job, and
your efforts to improva.

7. Think up another way to achieve the Performance Objective
of this LAP.



IDEAS

1. Discuss in class the difference between positive and negative
reactions to criticism.

2. Define criticism in your own words. Give examples.



I
LAP Prepared Ry: Dr. nave Taxis

WORK EXPERIENCE ET)UCATTON
LEARNINC ACTIVITY PACYACE

Tyne of Work Experience Education: VOCATIONAL.

Program Coal: 4.2 Demonstrate the behaviors and attitudes
required in the work environment of a selected career.

Performance Objective: 4.2.3 Civen an assignment card, report
to your career station punctually. vollow the procedures Provided
by your Work Experience Education Coordinator and Sponsor whenever
vou must he late or absent. Verification of the successful attain-
ment of this objective will he made by your Sponsor on a ratinn form.

NOTE TO 'Tr STUDENT

Ry the time you finish this LAP you will know That your Work

Exnerience Education Sponsor exnects from you in retard to

netting to work on time, and why punctuality is n good work

habit: also why beinn at work renularlv is important.

PATIONALE

This LAP is desinned to make you aware of the problems caused

by. and for, someone who is chronically late or absent.

Punctuality and regular attendance is a habit: rhts is a good

time to emphasize the benefits for your present and future lob.

DIRECTIONS

In this LAP you will find out the procedures to be followed

whenever you must be late or absent from your present job. You

will discuss why punctuality and attendance is required, and

how to correct a chronically late or absent employee. Your

punctuality and attendance will he rated by your Work Experience

Education Sponsor.



PRE_TEST

List below at least five (5) different reasons why an emnlover
would want his employees at work on time.

1.

3.



PRE-TEST (Scoring Key)

Tour response should include not only reasons which benefit the
employer, but reasons which indicate some benefit in terms of
behavior, attitude, and potential success for the punctual
employee.

Now go on to the Learning Activities.



I
LEARNING ACTIVITIES AND RESOURCES

Do the three (3) activities listed below.

ACTIVITY #1. Find out from your Work Sponsor the procedure
to be followed whenever you are late or absent.

Make a written list of these procedures here:

ACTIVITY #2. On the sheet of paper on page 5, make up a form to he
followed whenever you are late or absent. Include such

items as: How late, why late (absent), and what you
could have done to prevent the lateness or absence.

ACTIVITY #3. Have your Work Spcnsor rate your punctuality and
attendance on the following form:

ASSIGNMENT CARD

Assignment:

Employee is punctual

1

Employee comes to work

ALWAYS USUALLY SELDOM

-4-
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Form to be followed when I am late or absent:
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POST TEST

Pretend you are the boss and you have an employee who is chronically
late to work and/or absent from work. Outline a three-point program
to correct the situation. Your program should be realistic. Write
a program that would be effective with you, if you were the
chronically late or absent employee.

1.

2.



POST TEST (Scoring Key

If you really believe that this would be an effective solution
to a problem of your punctuality, you have passed this test.

-7-
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IDEAS

1. Discuss in class why someone would be continually late to
school or work.

2. Tell your class a story about an experience you have had where
you or someone you know was late, causing someone to be very
irritated.

3. Do a research report on some of the psychological studids that
have been done on people who are often late.

4. List three (3) or more different jobs where being on time is
critically important.

5. Make a poster for your place of work which would encourage
people to get to work on time.

6. Discuss how you would react if T-V programs did not start
or stop on time.

7. Discuss in class how planning ahead and organizing your time
can help you to get places on time.
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LAP Prapared By: 1)r. Dave Taxis

WORT e. EXPERIENCE EDUCATION

LEARNING ACTIVITY PACYAGE

Type of Vork Experience Education! VOCATIONAL

Program Goal: 4.3 Identify the needs of the publics served in
the work environment of a selected career.

Performance Objective: 4.3.1 Identify the expectations of the
publics served in your selected career. For each expectation
or need you have described, give at least one appropriate way
you have learned to meet the public's need. Identify those
responses which you have learned in your present assignment.

NOTE TO THE STUDENT

By the time you finish this LAP you will be aware that the

public expects certain services wherever it goes. You will

identify some of these public expectations in your

occupational area and in some other areas.

RATIONALE

This LAP is designed to help you identify public expectations.'
Whenever you buy anything, or service, you expect to be treated
with some courtesy and given information about what you are
buying. You expect consistent quality in merchandise sold,
and you look for prompt, speedy Service. Each business and
every public agency is expected, by its public (its customers),
to meet certain standards. Our task now is to identify what
the customer expects.

DIRECTTONS

In this LAP you, as a consumer, will discuss what you expect

from specific occupational areas. You will list expectations

of your occupational area, and tell how yau identify these.



PRF-TEST

As a consumer, discuss what you expect from a gas station attendantwhen you buy gasoline. Your discussion should point out that thepublic generally takes for granted certain considerations andcourtesies wherever they go.

1. Make a list of five (5) or more things that you as a customer
expect from the attendant when you pull into a gas station.

1.

2.

3.

4.

5.

2. Write below 'in one or two sentences how you think the attendant
learned what your expectations as customers are.

After completing this Pre-Test, proceed with the activities of thisLAP.



PRE-TEST (Scoring Key)

Some of your answers might be:

l. My windshield was cleaned.

The attendant was courteous.

He-gave me what I asked for.

He offered to check my oil.

T. didn't have to wait long.

2. His boss told him.

His own experience.

Company advertising.

Company memos.
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LEARNINP ACTIVTTIES AND REcoDFCES

Pb two of the three activities listed below.

ACTIVITY #1. List three (3) expectations of the public served by
your career area, and how you learned that they were
customer expectations.

Expectations by Public Served How You learned them

1.

2.

3.

ACTIVITY #2. Discuss with your father or some other adult in a career
area different from yours how he identifies public
expectations (needs) in his job. List them, and how
he learned them.

Public Expectations How Learned

2.

3.



S

ACTIVITY #3. Write a report on how public expectations for your
career have changed over the last 10 to 20 years.



POST TEST

1. For each of the occupational areas below, list three (3)
expectations by the public served.

Salesman:
(car)

1.

2.

3.

Law Enforement: 1.

(Policeman)

Education:
(Teacher)

2.

3.

1.

2.

3.

2. Pick one of the three areas above, and discuss in a few sentences
how someone in that type of job would learn what the public expects

from,him.



POST TEST (Scoring Key)

To pass this test, you should be able to list at least two
expectations for each occupational area. Some answers could be

Salesman knows about his product.
is courteous and personable.

Policeman - is polite to everybody.
wears his uniform properly.

Teacher knows his subject.
makes the class interesting and relevant.

-.7-
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IDEAS

1. Discuss in class how advertising attempts to change the public's
notion of what it wants.

2. Tell your class what the public expects from your employer, and
how you discovered these expectations.

3. Row would the public expectations of your career area differ
from those expected (needed) from the same area in another
country? Give specific examples.

4. Check the editorial page of your newspaper for a couple of
weeks, and select several cartoons which indicate that the
Government has failed to identify public expectations (needs).



LAP Prepared By: Dr. Dave Taxis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 4.3 Identify the needs of the publics served in
the work environment of a selected career.

Performance Objective: 4.3.2 As a result of dealing with the
publics served in your selected career, a satisfactory rating
will be given to you by your Work ExONO.ence Education Sponsor
in one or more written progress reports.

NOTE TO THE STUDENT

By the time you finish this LAP you will evaluate your

progress in, and ability to, identify the needs of the

public in your selected career.

RATIONALE

This LAP is designed to help you find out more about

yourself and your selected career area by measuring your

success in identifying the public expectation of your

career area.

DIRECTIONS

in this LAP you will evaluate the success of a T-V character.

You'll identify the expectations of his public. You will

develop a criteria for measuring your progress in identifying

the expectations of your public, and you will evaluate

yourself.
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PRE-TEST

Tom Jones sings songs which he thinks his public (his viewers)
will like. Marcus Welby, M.D. spends a great deal of time identifying
the expectations of his public, that is his patients.

Pick another character from a T-V program and list three guidelines
for this personality which he would follow in identifying the
expectations of his public.

Grade a T-V personality - excellent, good, fair, or poor for each
guideline.

GUIDELINES FOR T-V PERSONALITY GRADE

1.

2.

3.



PRE-TEST (Scoring Fey)

To grade your test, follow this criteria for the Flip Wilson Show.

GUIDELINES FOR TV PERSONALITY
i

GRADE

1. The audience wants to laugh. Excellent

2. My guests should be interesting. Excellent

3. I should be a good singer. Fair



LEARNING ACTIVITIES AND RESOURCES

Do Activity #1, and either #2 or #3.

ACTIVITY 411. List below three ways you identify the public's needs.

A.

R.

C.

Have your Work Experience Education Sponsor rate you (excellent, very

good, good, fair, poor) now, in two weeks, and in one month on how
well you identify the needs of the public. You may want to revise
your list for each evaluation.

How well I identify the needs of the public:

Time Rating Comments

Now

Two weeks

One month

ACTIVITY #2. Evaluate a fellow employee's ability to identify public

exnectations (needs).

ACTIVITY #3. Define public expectations (needs). Give examples.
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POST TEST

1. Using the criteria you listed in Activity #1, grade yourself
excellent, very good, good, fair, or poor. You should rate
yourself good or better in all three areas.

(1).

(2).

(3).

2. Write a few sentences telling how you would teach someone to
identify the public's expectations of your particular career.

-5- 234



POST TEST (Scoring Key)

In order to pass this test, you should be able to give at least

three (3) different ways to identify public expectations.
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IDEAS

1. Discuss with some of your friends how the public expectations
(needs) of their career area differ from those of yours.

2. Compare the attitude of an elected official with that of someone
who is not directly concerned with meeting public expectations
(needs).

3. Discuss how a T-V network goes about identifying public expectations
(needs).

-7-
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LAP Prepared By: Dr. Dave Taxis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 4.4 Meet the needs of the publics served in the .

work environment of a selected career.

Performance Objective: 4.4.1 Indicate which expectations of the
publics served in your selected career are easy to meet, and which
expectations you find most difficult to meet. Relate both the
easy and difficult expectations to your own requirements as a
member of the consumer public.

NOTE TO THE STUDENT

By now you should be able to identify the needs of the public.

By the time you finish this LAP you will be able to evaluate

whether these needs (expectations) are easy or difficult to

meet.

RATIONALE

This LAP is designed to help you understand that some public

expectations (needs) are easily met, whereas others are

difficult to meet. An understanding of the difficulties in

meeting public expectations will make you a more aware and

understanding consumer.

DIRECTIONS

In this LAP you will list some problems of others in meeting

public expectations (needs). List the expectations of the

public that you meet, and evaluate the.'' difficulty to meet.

You will also discuss whether your attitude as a consumer has

changed as a result of your meeting public demands (needs).

237



PRE-TEST

1. A telephone operator faces a variety of problems in meeting the
needs (expectations) of the public. List below five (5) of

these problems.

A.

B.

C.

D.

E.

2. Rank your answers (using the letters) in order from the most
difficult need to deal with, to the easiest.

(Easiest)

(Most difficult)

-2-

238



PRE-TEST (Scoring Key)

This Pre-Test is designed to make you aware of problems of varying
degrees of difficulty in a particular career area. When you can
fill in at least four (4) problems for a telephone operator, go on
to the Learning Activity.

Two answers might be: Deal with obscene phone calls (difficult)

Give information service (easy)



LEARNING ACTIVITIES AND RESOURCES

Do one of the activities below:

ACTIVITY #1. List below, four (4) expectations of the public which

you meet in your career. List two which are fairly

easy for you to meet, and two which are rather

difficult. Tell briefly why these public expectations
are easy or difficult for you to meet.

1. (easy)

(why)

2. (easy)

(why)

3. (difficult)

(why)

4. (difficult)

(why)

ACTIVITY #2. Keep a record for a week of expectations which you as a
consumer encountered. Include those which were not met

to your satisfaction. Indicate whether your expectation

was easy or difficult to meet.

Weekly Record of Expectations
As a Consumer

Write in Easy or



POST TEST

Make a list of three (3) easy and three (3) difficult public
expectations which your employer must meet, and indicate next to
each expectation one or more departments of his business which are
engaged in meeting these expectations.

Public's Expectations of Your Business Department

Easy:

1.

2.
.

3.

Difficult:

1.

2.

3.
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POST TEST (Scoring Key)

Give yourself one point for each answer. To pass, you must have
at least eight (8) points.
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IDEAS

1. Discuss in clasa how meeting difficult public expectations can
make a job more challenging and rewarding. Give examples.

2. Interview someone in a career area different from yours, but
someone you deal with or come in contact with frequently.
Ask him what problems he has in meeting public expectations.

3. Make a list of three (3) very difficult public expectations
which your employer must meet, and indicate next to each
expectation one or more departments of his business which are
engaged in meeting these expectations.

4. Discuss what makes a public expectation (need) easy or
difficult to meet.

5. Discuss the alternatives of your company's customers when
their expectations (needs) are not met by your company.

6. Explain below how you as a consumer have changed your
attitude toward some occupational area because you have had
some work experience in that area and therefore understand
some of its problems.



LAP Prepared By: Dr. Dave Taxis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 4.4 Meet the needs of the publics served in
the work environment of a selected career.

Performance Objective: 4.4.2 Given examples of behavior or
attitudes which are inappropriate to your selected career,
explain or describe how these behaviors or attitudes might
affect the employee, his fellow employees, the public served,
and the employer.

NOTE TO THE STUDENT

By the time you finish this LAP you will have at awareness

of inappropriate behavior in a job situation, and the

effects of such behavior on you, your fellow employees,

your boss, and customers.

RATIONALE

This LAP is designed to help you understand that inappropriate

behavior is often farreaching, causing problems for others

within and outside your particular company.

DIRECTIONS

In this LAP you will discuss inappropriate behavior in your

career area, and how you, your fellow employees, your boss,

and you as a consumer are affected by and react to

Inappropriate behavior.



PRE-TEST

After completing the Pre-Test, continue with the activities in
this LAP.

1. Define inappropriate behavior in a work situation. You may use
examples from your career area.

2. What effect does inappropriate behavior have on an employee?

3. What effect does inappropriate behavior have on the employer?

4. What effect does inappropriate behavior have on the public served?
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a
PRE-TEST (Scoring Key)

1. Your definition of inappropriate behavior should include any
behavior which does not conform to the traditional customs,
rules, and regulations of the place of employment involved.
For example, an employee who steals or doesn't get along with
his fellow employees; an employer who won't admit when he's
made a mistake or doesn't give credit where credit is due.

2. Employee - becomes discouraged, angered, or indifferent.

Employer - becomes authorative, grouchy, irrational.

Public Served - becomes unfairly critical, takes its business
elsewhere.

-3- f
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LEARNING ACTIVITIES AND RESOURCES

There are two (2) activities in this section. Do both of them.

ACTIVITY #1. Outline a training program appropriate for your
career area which would explain inappropriate
behavior, how to avoid it, and what would be done
to those who violate the rules of appropriate behavior.

Career area:

Inappropriate behavior for this career:

How to avoid this inappropriate behavior:

What would he done to those who violate the rules of
appropriate behavior?





ACTIVITY #2. Give three (3) examples of inappropriate behavior,
drawn from your particular career area. Briefly
tell how you, your fellow employees, your boss, and
your customers would be affected if you were guilty
of the inappropriate behaviors in each of your examples.

BEHAVIOR #1:

Effect on you:

Effect on fellow employee:

Effect on the boss:

Effect on the customer:

BEHAVIOR 112:

Effect on you:

Effect on fellow employee:

Effect on the boss:
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Effect on the customer:

BEHAVIOR #3:

Effect on you:

Effect on fellow employee:

Effect on the boss:

Effect on the customer:

-7-
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POST-TEST

Discuss below how you would feel if a local physician were found
guilty of selling narcotics to junior high school kids. Your
discussion should center around reactions to this inappropriate
behavior.

How would your answer be different if it were your own doctor?

-8- ,251



POSTTEST (Scoring Key)

Any reasonable discussion will he acceptable provided it includes
some thoughts on how the public would react to this behavior.



I
IDEAS

1. Discuss with your work supervisor which behaviors and attitudes
displayed in your career area have a bad effect on'your area's

public. Prepare a report on your general findings for your
teacher.

2. Discuss how sports stars are penalized by their organization
when their behavior outside is inappropriate.

3. Think up an inappropriate behavior which might occur in your

career area. Discuss how you, if you were the boss, would

deal with the misbehavior.

4. Tf you were working in a theatre where smoking was not permitted
by law, explain how you would deal with a patron who is smoking.



I

LAP Prepared By: Dr. Dave Taxis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 4.4 Meet the needs of the publics served in the work
environment of a selected career.

Performance Objective: 4.4.3 Meet the needs of the publics served in
your selected career. Verification of the attainment of this
objective will be made by your Work Experience Education Sponsor
on a rating form.

NOTE TO THE STUDENT

By the time you finish this LAP you will evaluate your ability

to meet the needs of the public in your selected career.

RATIONALE

This LAP is designed to give you a picture of your ability to

meet public needs. Periodic, objective evaluation is a

valuable tool in helping you to become a knowledgeable,

effective employee in your selected career area.

DIRECTIONS

in this LAP you will design a criteria for evaluating your

progress in learning to meet the needs of the public in your

selected career area. You will be evaluated, and you will

evaluate yourself using your own criteria.

..MINE



PRE-TEST

None Required.
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LEARNING ACTIVITIES AND RESOURCES

There are three (3) activities in this LAP. Do all of them.

ACTIVITY #1. Discuss below how the principal of a school meets the
needs of the students, the faculty, and the P.T.A.
Discuss, also, the areas of conflict in meeting these needs.

Meeting the needs of the students:

Meeting the needs of the faculty:

Meeting the needs of the P.T.A.:

Areas of Conflict:

-3-
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ACTIVITY #2. List below, three (3) ways you as an employee directly
or indirectly meet the needs of the public served by
your career area:

1.

2.

3.

Have your Work Experience Education Sponsor rate you (excellent,
very good, good, fair, or poor) now, in two weeks, and in one
month as to how well you meet the needs of the public. You may
change your reasons listed above prior to each rating.

TIME RATING COMMENT

NOW

2 WEEKS

1 MONTH

ACTIVITY #3. Consult with your boss and make a list of ways your place
of employment could better meet the needs of its public.
List them below.

-4-
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POST-TEST

Evaluate yourself, using your own criteria. Discuss your evaluationwith your teacher and design a program to improve your ability to meetthe expectations of your public.



I POST-TEST (Scoring Key)

Verification of your attainment of the performance objective will
be made by your Work Experience Education Sponsor on this form.

Ability to meet the needs of the public served. (Circle the
appropriate number.)

10 9

Excellent

8 7

Very Good

6

Good

5 4

Fair

3 2

Poor

1
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IDEAS

1. Discuss in class whether T -V programming in your area actually

meets the cultural, educational, and entertainment needs of the

public served.

2. Discuss at home how Ralph Nader, Consumer Reports, and other

consumer watchdogs help to meet the needs of the consuming

public.

3. List avenues the public can take in your career area if their

needs are not met.

4. For one month, keep a list of ways you think of to meet the

needs of the public in your career area.

5. Evaluate the success of your chief competitor in your area of

work, in meeting the needs of the public.



LAP Prepared By: Norvin Spence

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 5.1 Apply knowledge of employment procedures and practices
required for job placement.

Performance Objective: 5.1.1 List activities and sources that may be
utilized to seek out technical and supportive information needed prior
to employment. As a part of each activity, outline steps that would be
carried out to insure complete awareness of practical activities
required for job placement.

NOTE TO THE STUDENT

This LAP involves experiences that will prepare you for seeking
out. a job. You will be provided an opportunity to practice
several of the activities that you will actually do when you
apply for a position.

RATIONALE

Each of the job-readiness activities in this LAP is listed on the
following page. They will complement one another by building
upon your background of experience to better prepare you for entry
into the world of work.

DIRECTIONS

This LAP is composed of four (4) separate activities. On the
following pages you will be requested to complete a short assign-
ment for each. These assignments have been made very practical
to assist you in your job-seeking endeavors. Please turn to the
following page to receive explicit instructions.



A PERIOD OF TRANSITION

HIGH SCHOOL TO THE WORLD OF WORK

It is usually very difficult for high school students to take the first
steps toward employment.

"Where do I start?" A common question often asked of Vocational Counselors,
Work Experience Education Coordinators, and other school personnel.

The purpose of this LAP is to assist you to bridge this seemingly insur-
mountable gap between school and the world of work.

The following four practical activities are provided for your benefit.

1. Submitting an Application

2. Preparing a Personal Data Sheet

3. Checking Newspaper Want Ads

4. Canvassing Job Possibilities

You are requested tocomplete a short assignment for each section. These
assignments have been made very practical to assist you in your job-
seeking endeavors.

Before starting the assignments, turn to the Pre-test on the following
two pages. This test consists of 15 True-False questions of which you will
need to mark 13 correct to be exempt from completing this LAP.

If you mark 13 or more answers correct, when checked against the Test
Key, the last page of this LAP, you may turn the LAP in and continue with
another.

If you do not mark 13 answers correct you should turn to page 5 and start
the first unit, SUBMITTING AN APPLICATION. Continue from this unit on to the
next and so on until you have completed the LAP and are ready for the Post
Test.



Name

PRE-TEST

Date

Mark True answers with a + and those that are False with a O. You should
mark at least 13 of 15 correct to pass this test. Check your answers
against those on the Test Key.

1. Generally speaking, an application may be written in pencil
if it is neat and well-organized.

2. It is desirable to carry with you the names, addresses and
telephone numbers of those persons whom you plan to use as
references.

3. No prior arrangement need be made with persons whose names
you use for reference because most of these people are glad
to help anyway.

4. You should take your social security card when applying for
employment rather than relying on your memory to write your
number.

A 5. It is especially important that you emphasize school and leisure

4.-

time activities when applying for your first job.

6. A personal data sheet should reflect a concise, clear picture
of your past experiences, your interests, and your abilities.

7. Some of your personal characteristics, such as how you get
along with others, can be more accurately described by you than
by a person whom you use as a reference.

8. Skills gained during your high school Work Experience Education
program should be emphasized in your personal data sheet.

9. An employer will analyze your Personal Data Sheet with the
objective of determining how you could fit into his organization.

10. Every Want Ad you see under the heading, "JOBS" in a news-
paper is an advertisement for an employment opportunity.

11. You will have an opportunity to make full use of your
Personal Data Sheet when you answer a "Blind Want Ad".

12. Generally speaking, only large circulation, urban newspapers
have a Want Ad Section.

-3-
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13. Persons who are considered as being successful in their occupation
or vocation are generally good sources of information and leads
toward employment opportunities in their own field.

I

14. Close friends and neighbors are often very good sources of
leads as to where potential jobs may be found.

15. A personal recommendation for you from a person who is
successful in his field of work is considered a real "plus"
on your application.

-4-



SUBMITTING AN APPLICATION

The following "rules of thumb" apply to applications for employment.

1. Print all information unless requested to do otherwise.

2. Applications should be printed, using an ink pen, preferably
with blue or black ink.

3. Misspelled words, erasures or strikeovers are taboo on employment
applications.

4. Take all information you may need with you when you make application
for employment. The employer's receptionist would prefer not to
lend her telephone directory to enable you to look up addresses
and telephone numbers. DON'T FORGET TO TAKE YOUR SOCIAL SECURITY
CARD.

5. Remember: NEATNESS AND CLARITY is the name of the game. The
completed application is your personal representative to some
foreman or office manager whom you have never met. Help it to
sell you!!!

ASSIGNMENT

1. A PRACTICE APPLICATION

Complete the following two-page practice application that is similar
to one you will use when you actually apply for a job at a potential
employer's place of business.

OR

2. Ask your employer to complete the enclosed JOB APPLICATION PROFICIENCY
VERIFICATION.

Place your completed assignment in your folder for this LAP. Your Work
Experience Education Coordinator may wish to discuss it with you when your
LAP is evaluated.

You should now start the unit entitled, PREPARING A PERSONAL DATA SHEET.
This unit starts on page 11. When this unit is completed, you should
continue on to the next, CHECKING NEWSPAPER WANT ADS, starting on page 13.
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Name (Print)

oil,. 4.441.011064.11eb

Date

Social Security Number

It
LAST FIRST MIDDLE PREFERRED NAME MAIDEN NAME

Address Phone
Number and Street City. State. LID Code Area Code Number

Last Three Addresses (List most recent former address first.)

NUMOER AND STREET CITY. STA rE. ZIP CODE
FROM TO

MONTH AND YEAR MONTH AND YEAR

Position or general work area for which you are applying

Would you work: Full Time Part Time 3 Months or Less Date Available For Work

Specify Days and Hours, If Part Time

Have you previously applied for a position with our organization? Yes No If yes, when and where?

Were you previously employed by our companies? Yes No If yes, where?

Termination Date Name at time of termination (Females Only)

List relatives in our employ

Name of acquaintances in our employ

:a...A, -...
PERSONAL & FAMILY DATA

Marital Status: Single List

Engaged Planned Wedding Date Children: Age Sex

Married Marriage Date

Separated Separation Date

Divorced Divorce Date

Widowed Date of Spouse's Death

Name of Spouse Occupation

If spouse is employed, ty whom? How long? Earnings S Per

Do You Rent Own A House Apt. Mobile Home Room or Live With Relatives 0 ?

What is the total monthly amount of your financial obligations?
(Include rent, payments on home, car, appliances, medical expenses, clothes, etc.) S

Do you own a car? Yes No or are you buying a car? Yes No Make. Year

Do you have a driver's license? Yes No Driver's License Number and State of Issue

Has your driver's license ever been suspended or revoked? Yes No If yes, explain

Number of Traffic Citations in Last Three Years

Have you ever been arrested or convicted of any crime? Yes No If yes, explain

I.:

P /C (-) E-r) Hy/ PLO v". IV/71 . /
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slot.* 0.11-

Number of auto accidents you have been involved in during last two years.

Have you ever been denied Fidelity Bond Coverage? Yes No If yes, explain

Are you a citizen of the United States? Yes No0 If no, under what type of visa are you currently here?

How do you spend your leisure time?

What are your favorite hobbies'

Height: Ft In

1CO3

PHYSICAL & HEALTH DATA

Weight: Lbs.

Are you currently under a doctor's care? Yes No If yes, explain

If no, when did you last see a doctor? Reason

Date of last physical examination Purpose Result
(Satisfactory or Unsatisfactory)

Are you currently taking any kind of medication? Yes No If yes, reason

Have you, during last 5 years, been confined in a: Hospital Sanitarium 0 Mental Institution ?

Yes No If yes, list illnesses or physical conditions requiring confinements and dates of confinements

Describe any physical limitation that you feel should be considered in job placement

. . ..

EDUCATION & TRAINING

Circle Last
Year Completed

Grade. Trade. or High School
1 2 3 4 5 6 7 8 9 10 11 12

Technical. Bus School. College
1 2 3 4 S

Graduate School
1 2 3 4

Grade Average Last
School Attended

List Every High School Business or
Trade School and College attended

Location
Last

Attended
iMo Et Yr )

Gate You Old/
Will Graduate

College
Malor

College
Minor

Degree
Received

Grades

Cum Ave 0 Sys

Are you currently enrolled in Evening. Correspondence, or other Nee course study?

if yes, explain

Yes No

Courses Most Liked: High School (1) (2) (3)

College (1) (2) (3)

Courses Liken Least: High School (1) (2) (3)

College (1) (2) (3)

Ex:racurricular Activities. ilncluce offices hald. scholarships, awards, honors received. etc.)

High School

7
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CHECK SKILLS & TRAINING

Typing WPM

ACQUIRED

Manual
Electric

_WPM

11M100.6Yaleat...

Keypunch Machine

Duplicating Machine

Filing

Bookkeeping

0 Accounting

Mathematics

Statistics

Other

Errors-....._

Shorthand Dictation

Dictaphone

Adding Machine

-..........-.),,....,,;;.sa.-J-7.,..11........,...
EMPLOYMENT EXPERIENCE (Including PartTime Work)

IT IS IMPORTANT TO YOU THAT ALL EMPLOYERS ARE LISTED AND EMPLOYED TIME
RECORDED ACCURATELY

Indicate present or most recent employer first, next previous, etc.

Dates
Employed

Company's Name
and Address

Supervisor s Name
a Position

Positions Held
and. Promotions)

Salary
(Mo)

Reasons
for

Leaving)

FROM INITIAL

$Mo Yr
TO

FINAL

$tvlo Yr

FROM

---

INITIAL

------ ------------Mo Yr

TO

$

FINAL

$Mo Yr

FROM
...

-

INITIAL
------------------
. ________________

------------------

Mo Yr

TO

-Mo

$

FINAL

Yr

FROM INITIAL

$MoMo Yr

TO FINAL

Mo Yr

(To reccrd additional employment experience, ask receptionist for an employment record form.)

if currently employed. may your employer be contacted at this time for a reference? Yes No

.fitter completion of your education, have you ever been unemployed? Yes No

If yes. give dates and reasons

;1 What stFrting salary, do you expect? per

-8-
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MILITARY SERVICE DATA UNITED STATES SERVICE ONLY

What is your current Selective Service Classification? , If 1Y or 4F state reason

Have you served in the U. S. Armed Forces? Yes No What Branch of Service?

Date Entered Service Date Discharged/Separated Rank When Discharged/Separated

Are you receiving Pension or Disability Income? Yes No If Yes. $ per Type of discharge

Are you presently a member of the Armed Forces Reserve? Yes° No National Guard? Yes No

Period of Enlistment To Do you participate in yearly training camp or cruise?

This information is correct and true to the best of my knowledge.

Applicant's Signature

144111WVPIAWW...11,..

THIS SECTION TO BE COMPLETED BY APPLICANTS FOR TRAINEE & MANAGEMENT POSITIONS
(Includos Flold Claims Positions)

In what geographical area would you prefer to live? Alternate

Are you and your spouse willing to live wherever the companies may assign you to work?

Do you or your spouse have objections to a position requiring work outside the hours of the usual business day?

List Professional and Business Organizations to which you belong

References (Do not list relatives)

List below the name of four or more persons who would be willing to answer a reference inquiry from our organization
in your behalf:

NAME ADDRESS OCCUPATION
(Indicate street, city, state and zip code.)

THIS SECTION TO BE COMPLETED BY THOSE APPLICANTS WITH LAW TRAINING

Are you admitted to the Bar? In what State(s)?

Why did you study law and take bar examination?

have you practiced lavf? How long?

Where? Associated with whom?

Reasons for discontinuing Law Practice

-9- 269
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TO:

JOB APPLICATION PROFICIENCY VERIFICATION

Date

Work Experience Educ. Coordinator

School or School District

This is to certify that completed
(name)

an employment application at our firm. His/her application was considered

satisfactory and would entitle the student for employment in our firm if a

vacancy existed for which he/she was qualified.

Any aspects of the application which need improvement are noted below.

Interviewer (signed)

Firm Name

Address

Telephone

Areas that could use improvement:

-10-



PREPARING A PERSONAL DATA SHEET

A personal data sheet should contain information that can be utilized
by an employer to enable him to know more about you as it pertains to
your potential for contributions and success as an employee of his
firm.

A personal data sheet may include such information as the following:

1. School record, including attendance.

2. Employment record, including non-paid experience or service.

3. Health record.

4. Available test scores, particularly interest and aptitude
results which are available for you at your school.

5. Any significant experiences or achievements.

6. Prior training received as well as leisure time activities.

7. Results of skill proficiency tests or examinations.

8. Letters of recommendation.

These should be requested in advance. You must use
discretion in the selections of persons used as
references. Include previous employers, teachers,
counselors, vocational placement officer, work
experience coordinator or personal friends who are
older than you.

The letters should include such information as the following;
however, not all in any one letter:

a. Character of applicant.

b. Education and training information.

c. Ability to get along with others.

d. Native ability.

e. Personal relationships between the letter
writer and yourself.

ASSIGNMENT

Each Work Experience Education enrollee is requested to develop a personal
data sheet that would be suitable to present to an employer. The following
page provides a format that could be used for this purpose. Please
complete this sample Personal Data Sheet as if you planned to present
it to an employer. Retain this assignment with the rest of the LAP,
then hand in when completed.
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PERSONAL DATA SHEET

Name Telephone

Address Soc. Sec. No.

City State Zip

Skills I possess

Education

Graduated from in

Subjects studied and length of time enrolled.

month year

Subject Semesters Subject Semesters

Interests and Hobbies

References

Name Position

Address Telephone

City State Zip

Name Position

Address Telephone

City State Zip

Name Position

Address Telephone

City State Zip

-12-
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CHECKING NEWSPAPER WANT ADS

The following information pertains to Want Ads that are generally
found in newspapers.

1. Many employers advertise in newspapers when they need employees
with specialized skills.

2. Many ads request that you submit a written application and a
personal data sheet to a post office box number. Don't feel
discouraged by this. Employers use this "Blind Want Ad"
technique as a pre-screening device and a means to conserve
time and effort at their place of business, yet provide an
opportunity for a personal interview for the candidates they
wish to see.

(Maybe a good practical use for two of
the units you will carry out before
completing this LAP)

3. Some employment agencies will advertise for very attractive
positions only for the purpose of getting you into their
office. There they will attempt to sign you up under contract
whereas you pay them a fee if they are able to place you in an
employment situation.

ASSIGNMENT

On page 14 that follows, write the name and date of a local newspaper.
Search through the Want Ads of that newspaper and clip out any job ad-
vertisements that you feel you are qualified for.

Glue these Want Ads you have clipped on the following page under the
name and date of the newspaper identified above.

Place the completed assignment with the rest of the LAP to be turned
in upon completion of all assignments. Continue on to the next unit,
CANVASSING JOB POSSIBILITIES.

-13-

2 73



NAME OF NEWSPAPER DATE

Want Ads for Which I Qualify



CANVASSING JOB POSSIBILITIES

The technique of utilizing personal contact cannot be overlooked
as an important step to use when looking for employment opportunities.

Dividends can often be reaped if you discuss your plans with a person
who is already successfully employed in your chosen area. A person
who is pleased with his position will often enthusiastically promote
others to enter his line of work.

ASSIGNMENT

On page 16, the following page, complete the form entitled, CANVASSING
JOB POSSIBILITIES. You will be able to accomplish this by talking with
two adults who are successfully employed in your chosen field of work.

Ask these persons to provide you with some clues, techniques and names
of potential employers to assist you to find and secure a job in your
selected field.

When you finish this assignment, place your completed form in a folder
with the rest of the LAP so you can discuss it with your Work Experience
Education Coordinator when the LAP is complete.

Now you are ready for the Post Test. Take this test then compare your
answers to those on the Test Key, which is the last page of the LAP.
Correct any mistakes in a neat manner and turn it in to your LAP source.
You are now ready for the next lesson.



CANVASSING JOB POSSIBILITIES

Type of job being sought:

Required skills or experiences I possess:

Date:

SOURCES OF INFORMATION

Information Gained:

Contact Person:

Address:

Telephone:

Date:

Information Gained:

Contact Person:

Address:

Telephone:

-16-
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POST TEST

DATE

Mark True answers with a + and those that are False with a O.
You should mark at least 13 of 15 correct to pass this test.
Check your answers against those on the Test Key.

1. Generally speaking; an application may be written in pencil
if it is neat and well-organized.

2. It is desirable to carry with you the names, addresses and
telephone numbers of those persons whom you plan to use as
references.

3. No prior arrangement need be made with persons whose names
you use for reference because most of these people are glad
to help anyway.

4. You should take your social security card when applying for
employment rather than relying on your memory to write your
number.

5. It is especially important that you emphasize school and leisure
time activities when applying for your first job.

6. A personal data sheet should reflect a'concise, clear picture
of your past experiences, your interests, and your abilities.

7. Some of your personal characteristics, such as how you get
along with others, can be more accurately described by you than
by a person whom you use as a reference.

8. Skills gained during your high school Work Experience Education
program should be emphasized in your personal data sheet.

9. An employer will analyze your Personal Data Sheet with the
objective of determining how you could fit into his organization.

10. Every Want Ad you see under the heading, "JOBS" in a news-
paper is an advertisement for an employment opportunity.

11. You will have an opportunity to make full use of your
Personal Data Sheet when you answer a "Blind Want Ad".

12. Generally speaking, only large circulation, urban newspapers
have a Want Ad Section.



13. Persons who are considered as being successful in their occupation
or vocation are generally good sources of information and leads
toward employment opportunities in their own field.

14. Close friends and neighbors are often very good sources of
leads as to where potential jobs may be found.

15. A personal recommendation for you from a person who is
successful in his field of work is considered a real "plus"
on your application.



TEST KEY

1. 0 8. +

2. + 9. +

3. 0 10. 0

4. + 11. +

5. + 12. 0

6. + 13. +

7. 0 14. +

15. +

-19-
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LAP Prepared By: Norvin Spence

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 5.2 Understand the rules, regulations, procedures
and practices related to employee wages, wage deductions, benefits
and working conditions.

Performance Objective: 5.2.1 Give evidence of knowledge and under-
standing of the rules, regulations, procedures and practices that
are important to employees.

NOTE TO THE STUDENT

This LAP involves the acquisition of background information

that will help the new employee understand his benefits

and be a better informed worker.

RATIONALE

It is important that employed persons have a clear under-

standing of various benefits, regulations and procedures that

apply at their place of employment. This LAP will clarify

several of these for the new employee.

DIRECTIONS

An introductiOn to this LAP is provided on the following

page. Instructions are also included which give a step-by-

step description of the procedures to follow while

completing the LAP.
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FRINGE BENEFITS

IMPORTANT INFORMATION FOR EMPLOYEES

There are many rules, regulations, procedures and practices that are
important to new employees, as well as those who are well-established
in the world of work.

This LAP will generally follow rules and regulations that legally
apply to most workers. Other areas covered will relate to procedures
and practices in specific employment situations.

The new workers using this LAP will be expected to utilize specific
references as noted throughout this activity. This experience will
provide an opportunity for,you to gain information that will be'
lasting and apply to you throughout the rest of your working years as
well as that period of time during which you are retired.

This LAP is concerned with rules and regulations that govern certain
aspects of your employment.

Many of these can be very important to you. The importance of
understanding your rights and responsibilities in such areas as
Social Security, Disability Insurance, Workmen's Compensation, Un-
employment Insurance, Industrial Welfare Work Orders and Retirement
benefits are extremely important.

Upon completion of this assignment you will be expected to go out
and get some answers concerning these subjects directly from your
employer.

Let's start by assisting you to learn benefits that will accumulate
for you--including cash payments during your retirement.

On pages 4 and 5 is a Pre-Test which covers the following subject areas:

1. The Workman's Compensation Law
2. Your Social Security
3. Industrial Welfare Work Orders
4. Job Placement and Unemployment Insurance Programs
5. California Disability Insurance
6. Credit Unions.

As an employee, it is very important that you acquaint yourself with
each of these important areas which relate to and affect workers.

You should now take the Pre-Test that is found on pages 4 and 5. If
you score 25 answers correct out of 30, you need not complete any
more of this LAP. Turn it in and ask for your next assignment.

On the last page of this LAP is a key which you may use to score
your Pre-Test. If you do not score 25 correct answers, turn to
page 6 which introduces the section on The Workmen's Compensation Law.

-2-
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Continue through the LAP utilizing the named references for each
section. These references contain all of the information necessary
to complete the LAP and will be provided for your use when completing
this assignment.

i.

Now turn to the Pre-Test on pages 4 and 5 and complete it as directed.

Please keep this assignment together as a unit as you work through
it. The Pre- and Post tests, as well as all sections, comprise the
total unit.

-3-
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PRE-TEST

Date

The following True-False questions pertain to fringe benefits
that accrue for employees. You should be able to answer 25 of
30 correct. (Mark your answers (+) for True and (0) for False).

1. Disabilities arising out of or caused by pregnancy are not
eligible for State Disability Insurance.

2. When an employee is injured on-the-job, he is required to
go to the company's doctor.

3. A worker cannot receive benefits under social security
until he is 65 years of age.

4. Employers are required by law to pay one half of the amount
that is paid into your Social Security Account.

5. Workmens Compensation Insurance is paid by the employer
and provides benefits for employees injured on-the-job.

6. Social Security provides coverage for retirement, disability
and hospital insurance.

7. A girl should report to the Social Security Administration
when she marries to have her card changed to reflect her
new name.

8. All workers in California are covered by Unemployment Insurance.

9. An unemployed person is required to register for work before
he is eligible for Unemployment Insurance Compensation.

10. Some employers are exempt from Unemployment Insurance.

11. A person who reaches retirement age in or after 1971 will
need to work 10 years to be eligible for social security
retirement benefits.

12. When your father reaches retirement age and receives old-
age benefits you can also receive benefits if unmarried
and under 18 years of age.

13. Any person can be a member and deposit money at a credit
union.

14. A good advantage of a credit union is that you can deposit
money but they do charge a very high rate of interest if you
need to borrow money.

-4-

283



I

PRE-TEST Cont'd.
RE: True-False Questions
Page 2

15. All workers in California are eligible for Unemployment
Compensation.

16. Generally speaking, credit unions only loan money in small

amounts.

17. It generally costs more to borrow from a credit union than
from a bank, but it is much easier.

18. Employee contributions pay the total cost of State disability

insurance.

19. The Department of Human Resources Development charges a
small fee for job placement.

20. Unemployment compensation cannot be paid if a worker volun-
tarily quits his job or refuses to take suitable work.

21. Cash received as a result of Workmen's Compensation benefits
is taxed at the lowest possible rate.

22. Employees are required to report only those injuries which
appear to be of a serious nature.

23. In some cases, Workmen's Compensation Laws provide an
injured worker retraining for an entirely different occupation
that may be completely unrelated to the present job station
requirements.

24. An employer may be severely penalized if he illegally
employs a minor under 16 years of age and the minor is
injured.

25. Industrial Welfare Work Orders are written to apply equally
to men, women and minors.

26. Industrial Welfare Work Orders are generally posted in the
Payroll Department.

27. A special minimum wage rate of $1.35 per hour may be paid
to minors and student workers.

28. A student worker rate of pay may be paid to female students
up to 25 years of age.

29. An employer may not penalize an employee for a cash shortage,
breakage, or loss of equipment unless it can be shown the loss
was caused by a willful act, dishonesty or negligence.

30. Any uniform which is of distinctive color or design and is
required by the employer must be supplied and maintained by
the employer.

-5-
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THE WORKMEN'S COMPENSATION LAW

This is one of the most important sections of this LAP. Each of
us who works run the risk of a job-connected injury. It is
extremely important we know as much as possible about this subject.

This is necessary for two reasons. First, we will all become
more accident conscious and will tend to be more careful while
working. Second, knowing the proper procedure to use in case of
an injury and having an understanding of various compensation
rates, makes us a more informed emplbyee.

When you finish the section on "workmen's compensation", check
your answers against the reference. All questions refer to various
subheadings that are in bold print.

When you are satisfied that your answers are'correct, move on to
the next section of the LAP which is entitled Your Social Security.



THE WORKMEN'S COMPENSATION LAW

Reference: The Workmen's Compensation Law, Division of Industrial
Accidents, State of California, Sacramento,
(Rev. 2-70).

1. The basic purpose of the California Workmen's Compensation Law
is to:

2. What is an Industrial Injury?

3. What should you do if you are injured while on the job?

4. Most persons who work may collect benefits if they suffer an
industrial injury. However, some are not covered by compensation
laws. The following groups of workers are not covered by
California Compensation Laws.

I



RE: Workmen's Compensation
Page 2

5. The principle types of benefits under Workmen's Compensation Laws
are as follows:

a.

b.

c.

d.

6. What is means by Rehabilitation services under Workmen's Com-
pensation?

7. Explain the difference between Temporary and Permanent Disability.

Temporary,

Permanent

8. List and explain six (6) types of penalties that may be brought
against the employer or an employee.

a.

b.

c.

d.

e.

f.

9. What death benefits are available under Workmen's Compensation?



I

RE: Workmen's Compensation
Page 3

10. What medical benefits are available through Workmen's
Compensation?

-9-



YOUR SOCIAL SECURITY

Approximately 9 out of 10 working people in the United States
are building protection and retirement for themselves and their
families under the social security program.

It would seem important that we understand as much as possible
about this subject, even though we don't plan to "retire" in the
near future. The information gained will help us to understand what
happens to those $ $ $ $ that are deducted for this purpose from
the paycheck each month.

After studying this unit we will probably agree that these deduc-
tions provide an excellent form of security for our own well-being
now and in the future.

The questions on pages 11 and 12 refer to the reference listed at
the top of the following page. Obtain the reference with your
LAP and use it to determine the correct answers. Be sure to
refer to the reference constantly to insure you have obtained the
correct information.

When you finish this section of the LAP, continue on to page 13
which is an introductory page to the subject, Industrial Welfare
Work Orders.



YOUR SOCIAL SECURITY

References: Your Social Security
Social Security Benefits for Students 18-22

1. Express in your own words what you feel is the basic idea of
old-age and survivor's insurance under the social security law.

2. Persons who retire after 1991 will need to work 10 or more years
to be eligible for old-age payments. This can also be figured
as forty quarters of employment. Explain how the details of
this statement can be applied to your retirement.

3. Under what conditons can a child of a retired insured worker
or of an insured worker who has died receive a child's benefits.

4. What is the definition of this term, DISABLED, that keeps
cropping up?



RE: Social Security
Page 2

5. What is the relationship between Vocational Rehabiiiitation and
Social Security Disability benefits?

6. The payment of social security taxes are shared equally between

you, through payroll deduction, and by your

This tax is paid directly to

7. Briefly explain the benefits available and the gualificittions
necessary to receive the following:

a. Old-age benefits

b. Survivor's benefits

c. Disability insurance



INDUSTRIAL WELFARE WORK ORDERS

These orders are posted in practically all places where persons
are employed in the state of California.

These orders are written by a state agency primarily for the
benefit of minors and all female workers.

All of the questions on pages 14 and 15 refer to the actual Welfare
Order supplied with the LAP. By answering these questions you
will be able to understand your rights and obligations that are
regulated by Industrial Welfare. This affects your everyday
conditions at your work environment.

As you answer the questions that follow be sure to check your
answers against the work order to insure the correctness of your
responses. When you finish this unit and thoroughly understand
the kinds of information found on Industrial Welfare Work Orders,
you may move on to page 16, an introductory explanation of Job
Placement and Unemployment Insurance Programs.



INDUSTRIAL WELFARE WORK ORDERS

Reference: Industrial Welfare Work Orders, California Divison of
Industrial Welfare.

1. A few words are defined on each welfare order. Define the
following terms as they apply to the orders.

a. Minor -

b. Employee -

c. Hours worked -

d. Employer -

e. Meal.-

2. No female employee shall be required to lift or carry any object

weighing in excess of pounds, except by

special permit.

3. Industrial Welfare Work Orders are generally posted in what typical
kind of area?

4. Explain how the regulations governing employers and employees
pertain to meal periods.

5. How do the work orders specifically provide for rest periods for
employees?

-14- Ate
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RE: Industrial Welfare
Page 2

6. Industrial Welfare Work Orders are specifically written to protect

the rights of and

7. What is a "split shift"?

8. What happens if an employee is required to report for work and
does report but is not put to work after arriving?

-15-
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JOB PLACEMENT AND UNEMPLOYMENT INSURANCE PROGRAMS

You will notice on the cover page of the reference for this subject
that there are over 100 offices of the Department of Human Resources
Development listed, one of which will be located near your school.

The questions concerning the above subject are taken directly from
this state publication. As you write the answers to the questions
in this assignment, be sure to check your answers against the
statements in the reference to insure the correctness of your
responses.

This section of the LAP is used extensively by many workers in
California. The majority of persons who are laid off or otherwise
are terminated from their jobs are qualified to draw unemployment
compensation.

When you complete this section, move on to questions on California
Disability Insurance.



JOB PLACEMENT AND UNEMPLOYMENT INSURANCE PROGRAMS

Reference: Job Placement and Unemployment Insurance Programs,
Department of Human Resources Development (HRD)

1. What is the basic purpose of HRD?

2. What kinds of information are available?

3. What services are available for younger applicants?

4. Who is covered by California unemployment insurance?

5. Who may legally claim unemployment insurance?

6. List several conditions that can limit benefit eligibility.
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RE: Job Placement
Page 2

a.

7. What part does your former employer play in regard to your claim?

8. What must be reported as "earnings" when claiming benefits?

9. What may happen if you make a fraudulant claim?

10. Who pays for undhiployment insurance?

-18-
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CALIFORNIA DISABILITY INSURANCE

A large majority of the employees in California have disability
payments deducted from their paychecks. Undoubtedly, you too are
having disability withheld from your paycheck.

An important aspect of the various tyPes of accident insurance
that cover California employees is that more than one type of
insurance can be combined to increase your disability or accident
insurance while you are not working.

While rather similar to each other, the various benefits have
their own characteristics which enable your coverage to provide
more flexible protection in case of injury or illness.

Complete the three questions on this unit and continue to the
last unit, Credit Unions.
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CALIFORNIA DISABILITY INSURANCE

Reference: Disability Insurance Provisions, State Plan of California

1. Under what conditions might disability insurance be paid?

2. What is the procedure to use when applying for disability insurance?

.0.

3. What limitations apply to make no Disability Insurance Benefits
payable?



CREDIT UNIONS

Most employees who are fortunate enough to be employed by a company
that has an affiliated credit union, use the services of that
organization on numerous occasions.

A credit union is generally organized and administered by employees,
such as yourself. the more active the shareholders and the directors,
the more benefits you can receive as a result of your association
with the organization.

As you read through the references to complete the unit on credit
unions, you should be thinking of how you fit into a "credit union
picture." When you have answered the questions and checked them
against the references for accuracy, you will have completed this
LAP.

-21-
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CREDIT UNIONS

References: You - Your Money - Your Credit Union

What Everyone Should Know About Credit Unions

1. What is a Credit Union?

2. What do the members of a credit union generally have in common?

3. What is Loan Protection Insurance that is provided for credit
union members?

4. Many persons question whether their savings will be safe when
deposited in a credit union. What are some of the built-in
safeguards of credit unions?

5. Most cities have chartered credit unions in their area. Visit
an actual credit union and obtain the following information.

a. What is the official name of the credit union? Address?

b. Who is eligible for membership?

-22-
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RE: Credit Unions
Page 2

c. Why do members generally borrow money? For what purpose?

d. What is the structure of management of the credit union?

e. Why do credit unions seldom fail or have a very large per-
centage of poor loans?

-23--
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TO THE FINISH ! ! !

Your next step is to take the Post Test that comprises the following
two pages. You can check your results with the test key which
is the last page of this LAP.

If you miss any questions in the Post Test, go back to the refer-
ence on that subject and find the correct answer, then change
your answer, making it correct. Continue this until all answers
on the Post Test are correct.

You now are ready to put all of your completed LAP in order and
return it to the LAP Bank. You may wish to discuss certain aspects
of it with your coordinator. If this is true, secure an appoint-
ment and let your feelings be known.

Congratulations on Your Success

This should have been a worthwhile trip.



Name

POST TEST

Date

The following True-False questions pertain to fringe benefits
that accrue for employees. You should be able to answer 25 of
30 correct. (Mark your answers (+) for True and (0) for False).

1. Disabilities arising out of or caused by pregnancy are not
eligible for State disability insurance.

2. When an employee is injured on-the-job, he is required to
go to the company's doctor.

3. A worker cannot receive benefits under social security
until he is 65 years of age.

4. Employers are required by law to pay one half of the amount
that is paid into Social Security Account.

5. Workmens Compensation Insurance is paid by the employer
and provides benefits for employees injured on-the-job.

6. Social Security provides coverage for retirement, dis-
ability and hospital insurance.

7. A girl should report to the Social Security Administration
when she marries to have her card changed to reflect her
new name.

8. All workers in California are covered by Unemployment Insurance.

9. An unemployed person is required to register for work
before he is eligible for Unemployment Insurance Compensation.

10. Some employers are exempt from Unemployment Insurance.

11. A person who reaches retirement age in or after 1971 will
need to work 10 years to be eligible for social security
retirement benefits.

12. When your father reaches retirement :age and receives old-
age benefits you can also receive benefits if unmarried and
under 18 years of age.

13. Any person can be a member and deposit money at a credit
union.

14. A good advantage of a credit union is that you can deposit
money but they do charge a very high rate of interest if you
need to borrow money.
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POST TEST Cont'd.
RE: True-False Questions

Page 2

15. All workers in California are eligible for Unemployment
Compensation.

16. Generally speaking, credit unions only loan money in small
amounts.

17. It generally costs more to borrow from a credit union than
from a bank, but it is much easier.

18. Employee contributions pay the toal cost of State disability
insurance.

19. The Department of Human Resources Development charges a
small fee for job placement.

20. Unemployment compensation cannot be paid if a worker
voluntarily quits his job or refuses to take suitable work.

21. Cash received as a result of Workmen's Compensation benefits
is taxed at the lowest possible rate.

22. Employees are required to report only those injuries which
appear to be of a serious nature.

23. In some cases, Workmen's Compensation Laws provide an
injured worker retraining for an entirely different occupation
that may be completely unrelated to the present job station
requirements.

24. An employer may be severely penalized if he illegally employs
a minor under 16 years of age and the minor is injured.

25. Industrial Welfare Work Orders are written to apply equally
to men, women and minors.

26. Industrial Welfare Work Orders are generally posted in the
Payroll Department.

27. A special minimum wage rate of $1.35 per hour may be paid
to minors and student workers.

28. A student worker rate of pay may be paid to female students
up to 25 years of age.

29. An employer may not penalize an employee for a cash shortage,
breakage, or loss of equipment unless it can be shown the
loss was caused by a willful act, dishonesty or negligence.

30. Any uniform which is of distinctive color or design and is
required by the employer must be supplied and maintained by
the employer.



SCORING KEY

Pre Test and Post Test

1. + 16. 0

2. 0 17. 0

3. 0 ]8. +

4. + 19. 0

5. + 20. +

6. + 21. 0

7. + 22. 0

8. 0 23. +

9. + 24. +

10. + 25. 0

11. + 26. 0

12. + 27. +

13. 0 28. +

14. 0 29. +

15. 0 30. +---
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LAP Prepared By: D. Gene Davis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

11

Program Goal: 5.2 Understand the rules, regulations, procedures,
and practices related to employee wages, wage deductions, benefits,
and working conditions

Performance Objective: 5.2.1 Give evidence of knowledge and
understanding of the rules, regulations, procedures, and practices
that are important to employees.

NOTE TO TIT, STUDEUT

By the time you have completed this LAP you will be able
to:

1. Identify rules, regulations, policies, employee
benefits, working conditions, and miscellaneous
employment practices that are important to employees.

RATIONALE

This LAP will help you identify some of the major rules,

regulations, policies, and procedures that re important

to your selected career.

DIRECTIONS

In this LAP you will identify and classify the major
reculations, policies, and procedures important

to employees and to you in your future career by
completing the Employee Information and Orientation
Worksheet contained in this LAP.



PRE-TEST

1. Identify fifteen (15) rules, roculations, policies, and procedures
that arc importnnt to employees.

a

b.

c.

d.

e.

f.

h.

i.

J.

k.

1.

m.



PreTest (Cont'd)

n.

o.

2. Classify the above into the group or agency who authorized them.

EPLOYER STATE FEDERAL

3. Answer with a "Comment" why ench of the items in Question 1 are
important to you in your flAture career.

b.

c.

d.

C.



PreTest (Cont'd)

f.

r.

h.

1.

3

1:.

1.

n.

n.

o.

4. Identify five (5) rapjor ruler" reculations, policies, and
prv!edures thr.t are to your future coreer.



t

Pre-Test (Cont'd)

a.

1,rnivativc CriteriP: St,,dont rmst respond to three (3) of the
obove q-estions to the srctisfnction of his
Coordiwtor. If he cr..nnot, he should
-2omplete this LAP.



PRE-TEST (Scorinc Key)

1. Answers vnry. (Refer to Resoure List, page 9, for sample
responses)

2. Answers vary. (Refer to Resource List, page 9, for sample
responses)

3. Individlir:l's response

4. Individlial's response

Evaluative Criteria: Stltdent must respond to all four (4)
wiestions to the satisfaction of his
Coordinator. If he cannot, he should
_.omplete this LAP.



LEARrIM ACTIVITIES An RESOURCES

Kote to StAent: Lctivities :2, and :;5* nrc required. Activity
:/4 is optional if the student is considering another
vocational field.

:1 Under the crterories found en the Employee Information
and Orient-tion -.Torkshect, pace 3, list specific rules,
rccIlrtions, procedures, fnd prnctices that are important
to em:loyecc. (Lse csource List, pace 9.)

:=ITY !;: In the rfolumns titled "17.mployee - "State" - and
'?eder..1" of the Employee Information and Orientation
1:orkshr.:et, uz..:e 2, IT-rk (:) in the nppropriate
x11-;mn for each itcm hrvc listed tho amthorized
thr.t perticular r le, reculation, or practice.

,73 In "omments" sc,-:tion of the ::mployee information and
Cricntftion ::orkshect, 7,ce indict to thc importtalce
of crch itcm to employees.

2IVi .., noose : creer different from your present cnreer
(Cptionc-.1) objective. Complete rmother T:mployce information and

Orientation ':orksheet for this ccreer. Compare tho
ruculations, policy procedres that apply

to each. List on the lines below, those items which
r.rc unir,ue to your chosen crrecr.

I
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RESOURCE LIST

Absences Pensions and Retirement

Adenuate Profit Sharing

:'.(3.vrn^ement Publications

Recreation and Clubs

Child Labor Lrws Resources and Awards

Counseling Safety

Credit Unions Safety Glasses

I]nnloyer Rules and Rc,:ulations Security

17.1 Pay Act Shopping

Dialttation Procedl,res Sick Leave

,auderal '.'age Oarnishnent Law Sickness and Accident

Social Security

l'ood Standards of Conduct

Kealth Time Records

Hospitalization Transportation

Legn1 !Iolidays Vacations

Liscelleneous Uithholding Taxes

Payroll Periods Uorimans Compensation

-.9-
"")
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POST-TEST

1. Identify fifteen (15) rules, regillations, policies rind procedures
that arc important to employees.

a.

b.

C

d.

C.

Im

h.

i.

1:.

1.

rt.

GIP

-10-
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Tort -Post (Cont'd)

n.

o.

2. Classify the nbove into tho group or agency who m;thorized them.

LEPLOTT.!

MMIMNIMINIIM

STATE

,1
FEDERAL

3. Answer with a "Comment" why each of the items in 0,12estion D. are
important to you in your future cnreer.

b.

c.

d.

C.

317
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Post-Test (Cont' d)

d.

0.

0.10.11m

-13- 319



I
POST-TEST (Scoring Kcy)

1. Answers wry (Refer .to Resource List, page 9, for sample
responses)

2 Answers vary. (Refer to Ecsource List, page 9, for sample
responses)

3. Individvol's response

4. Individual's response

Evaluative Criteri=A: Student should obtain approval of
sponsor and/or coordinator that his
Employee Information and Orientation
orkshect is complete.

-14- 320



I -DEAS

A. Contact the Depnrtment of Human Resources. Development for
additional information on employee rules, regulations, policies,
and procedure: end write a one-page critique on this information.

B. Interview tiro (2) personnel managers and write a two-pace review
of their nomments regarding their companies' rules and regulations.

4 '
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LAP Prepared By: D. Gene Davis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 5.2 Understand the rules, regulations, procedures,
and practices related to employee wages, wage deductions, benefits,
end working conditions

Performance Objective: 5.2.2 Apply what you have learned under
Performance Objective 5.2.1 to your selected career and your
future career plans.

NOTE TO THE STUDENT

Upon completion of this LAP you will be able to:

1. Identify rules, regulations, policies, and procedures
important to employees on your current career assign

. ment.

2. List five (5) rules and regulations that will probably
apply to your future career plans.

Identify information regarding your present career
station employer.

RATIONALE

This LAP will assist you in finding additional rules,
regulations, policies, and procedures that you did not
identify on your original list in LAP 5.2.1 and that will
probably apply to your current career station.

DIRECTIONS

In this LAP you nrn to review, discuss, and obtain approval
from your sponsor and coordinator of the Employee
Information and Orientation Form completed in LAP 5.2.1
and record additional rules and regulations that were not
on your original form that apply to your current and future
career plans. You will identify information on your current
work experience employer.

CAPA.rw



FRE-TEST

1. Identify six (6) additional rules, regulations, policies,
and procedures that are important in the career station
you now hold.

a.

b.

d.

e.

f.

2. Identify ton (10) rules, regulations, policies, and procedures
that are important to employees that will apply to your future
career plan.

IL.

b.

d.

e.

-2-





PRE-TEST (Scoring Key)

1. Answers vary. (Refer to Resource List, page 8, for sample
responses.)

2. Answers vary. (Refer to Resource List, page 8, for sample
respnnses.)

Evaluative Criteria: If student cannot respond ;:o the above
two (2) items to the satisfaction of
his coordinator, he should complete
this LAP.

411



LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #1 Present your Employee Information and Orientation
Worksheet completed in Vocational LAP 5.2.1 to
your employer, sponsor, and/or coordinator for
review and comment. Place an (x) in the Career
Station column for each item that applies to
your current employment.

ACTIVITY #2 Add any items suggested that pertain to your present
employer's operations which were not on your Employee
Information and Orientation Form in Vocational LAP
5.2.1.

ACTIVITY /13 i'rom the five (5) categories, place an (X) in the
column marked "Future Career Plans" on the Employee
Information and Orientation Form those items that
you believe will apply to your selected career.

ACTIVITY #4 Present your completed Employee Information and
Orientation Worksheet to your coordinator and
sponsor for review. Have both sign upon their
approval.

ACTIVITY #5 With assistance of your employer sponsor, complete
the Employer Information Form on page 7.

-5-
3



B
R
O
A
D
 
C
A
T
E
G
O
R
I
E
S
:

4
:
P
L
O
Y
E
E
 
I
N
F
O
T
A
A
'
;
 
-
A
C
 
A
I
D
 
O
R
I
T
T
T
A
T
I
O
N
 
V
O
R
K
S
H
E
E
T

r
t

7
7
1 -

,
-
1

0
:.

G
.

1-
4

E
l

:'
Pi t-

',. ,.-
.:-

,
C

il
w ; r

 o

()
 W

 W
C
 
O
M
M
E
M
'
S

(
I
m
p
o
r
t
a
r
m
 
t
o
 
E
m
p
l
o
y
e
e
s
)

P
R
E
S
E
N
T

C
A
R
E
E
R

F
U
T
U
R
E

S
T
A
T
I
O
N

C
A
R
E
E
R

(
X
)

(
X
)

R
u
l
e
s
,
 
P
o
l
i
c
i
e
s
,
 
a
n
d
 
R
e
g
u
l
a
t
i
o
n
s

E
m
p
l
o
y
e
e
 
B
e
n
e
f
i
t
s

W
o
r
k
i
n
g
 
C
o
n
d
i
t
i
o
n
s

,

m
a

S
t
a
t
e
 
a
n
d
 
F
e
d
e
r
a
l
 
L
a
w
s
 
o
r

R
e
g
u
l
a
t
i
o
n
s

,
M
i
s
c
e
l
l
a
n
e
o
u
s
 
E
m
p
l
o
y
m
e
n
t

P
r
a
c
t
i
c
e
s

C
J

7
4
J

.
.
,
I

S
P
O
N
S
O
R

C
O
O
R
D
I
N
A
T
O
R



,

EMPLOYER INFORMATION FORM

Official company name:

When established?

Who established company?

Where originally established'?

What are its major products or services?

Eumber of employees:

Number of branches:

Company's future plans:

7 328



RESOURCE LIST

Absences Pensions and Retirement

Adequate LightinL. Profit Sharing-

Advancement Publications

Bonds Recren.tien and Club

Child Labor Laws Resources and .wards

Counseling Safety

Credit Unions Safety Glasses

Employer Rules :Arid 1:cr-n1ations Seurity

Equal Pay A,:.t Shoppin

EvaluaUon Frocodurez Sick LeNVO

Fedoral Waco Garniohment Sickness ,ire?. Accident

?ICA Social Socrity

'ood Stand,irds of 20T1(inct

Health Time Records

Hospitalization Transportation

Legal Hclichiyo Vacations

Miscellaneous Withholdini7 TaXe3

Payroll l'eriods Workmans Compensation

-8- 329



p
POSTTEST

1. Identify six (6) additional rules, regulations, policies, and
procedures that are important to the career station you now hold.

a.

b.

c.

d.

e.

f.

Identify ten (10) rules, reculations, policies, and procedures
that are important to employees that will apply to your future
career plans.

a.

b.

c.

d.

0.

f.



V.

h.

i.

*

3. Have your sponsor and coordinator approve and sign your
completed Employee Information and Orientation Form.

331
-10-



POST-TEST (Scoring Ke0

1. Answers vary. (Refer to Resource List, page C, for sample
responses)

2. Answers very. (Refer to Resource List, pace 8, for sample
responses)

3. Signatures of sponsor and coordinator required.

Evaluative Criteria: Student should obtain signatures
of sponsor and/or coordinator that
his Employee Information and
Orientation Worksheet is complete.

3a?



I -DEAS

A. Write to three (3) governmental agencies and obtain a copy
of their Employee Handbooks.

R. Critique the three (3) above Employee Handbooks as they
compare to your present Employer's Handbook if one exists.



LAP Prepared By: Norvin R. Spence

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education' VOCATIONAL

Program Goals 5.2 Understand the rules, regulations, procedures
and practices related to employee wages, wage deductions,
benefits and working conditions.

Performance Objectives 5.2.2 Apply what you have learned under
Performance Objective 5.2.1 to your selected career and
future career plans.

DDTE TO THE STUDENT

The LAP will provide an opportunity to investigate a few

of the fringe benefits that are required or are available

for employees. Some of them pertain to your health and

welfare, others are plans for saving part of your earnings

for use at some future time.

RATIONALE

Many employees do not thoroughly understand why there are

always deductions made from their earnings. This activity

will help the student to understand how some of these

deductions come back to the employee in tha form of savings

and other benefits.



Ti

WORK EXPERIENCE EDUCATION -- CONTINUED

DIRECTIONS

All of the activities require you to obtain practical

information in your community that pertains to employee

benefits.

(Notes It may not be practical for Work ExperienCe

Education enrollees to visit the Department of Human

Resources Development, a credit union and the Social

Security Administration. If this is true, then it is

suggested that the W.E.E. Coordinator bring a representa-

tives of these organizations as guest speakers.)

-2-
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11.

FRINGE BENEFITS

(On the spot Investigations)

You will now have an opportunity to gain additional information about

fringe benefits. First hand experience is an excellent teacher. In

this activity you will be expected to become better acquainted with

your community by visiting some of the agencies that will have an

important influence on your working years and during retirement thereafter.

PRE-TEST INSTRUCTIONS

On the following two pages you will find a Pre-Test consisting of

20 True-False questions. You will need to answer 12. correctly as

checked against the Key on page 6 of this LAP to enable you to skip this

assignment and go on to the next Learning Activity Package.

However, this unit will be so interesting and meaningful that you

may want to complete the activities whether you score the required

12. out of 20 or not. This LAP should be one of the most practical

activities you will have during the course this year. Certainly

you will have a much better understanding of the "whys and wherefores"

of payroll deductions and other fringe benefits.

Turn to the Pre-Test and provide the answers. Next you may check

your answers against the Key which is page 6 of the LAP. If you

don't get 11 out of 20 correct, you should turn to page 2. and start

the assignments.

If you do get the required number correct, at least look through the

assignments. You may find you would like to complete this activity

anyway.
GOOD LUCK it

-3-
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Name

PRE-TEST

Date

The following True-False questions pertain to fringe benefits that
are provided or are available for employees. You should be able
to answer 1Z of 20 correct. (Mark your answers (+) for True and
(0) for False).

1. Credit unions are required to keep their excess money in banks.

2. All aspects of management, operation and policies of credit
unions are determined by the members of the orgainzation.

3. Even though a credit union does business, it does not at
any time, show a profit.

4. The Board of Directors of a credit union has the power to
approve or disapprove loans to nonmembers.

5. A member of a credit union may have a joint account in the
union with his wife.

6. The Board of Directors of a credit union are voted into
the position by the general membership.

7. Unemployment Compensation claims for benefits are accepted
only during periods of high unemployment.

8. If you apply for unemployment compensation and there is a
job opening for which you qualify, you may be sent to an
employer for a job interview.

9. Departments of Human Resource Development do not place
minors on jobs.

10. HRD makes special efforts to assist persons who are
physically or mentally handicapped to find employment.



PRE-TEST -- CONTINUED

11. Disadvantaged persons are assisted by HRD and are referred
to jobs for which they are qualified.

12. All current earnings must be reported when a claim is
submitted for unemployment compensation.

13. If a person purposely makes a false statement or fails
to report an important fact on an unemployment claim, he
may be punished by either a fine or imprisonment or both.

14. Unemployment compensation is financed by employers through
a tax on payrolls.

15. Social security withholding payments are made only by
employers.

16. Disability benefits under social security can begin soon
after the disability occurs, regardless of the age of the
person insured.

17. Medical attention provided by your personal medical doctor
is not an allowable cost under Workmen's Compensation
benefits.

18. An application for Workmen's Compensation benefits can
be filed anytime up to 2 years from the date of the injury,'

19. Employers who do not carry insurance for Workmen's
Compensation may be penalized for not carrying this type
of insurance.

20. Under certain circumstances an employee may receive a
permanent disability rating under Workmen's Compensation
and could receive a pension for the remainder of his life.

Turn to the Pre-Test Key on the following page and use the key to
determine if you provided at least 1Z out of 20 correct answers. If
you did, youmay return this LAP to your Work Experience Education
Coordinator and obtain another. If you didn't get a correct, turn
to page 7 and continue by reading the instructions found on that page.

-5-
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I

PRE-TEST KEY

1. 0 11. +

2. + 12. +

3. + 13. +

4. 0 14., +

5. + 15. 0

6. + 16. +

7 0 17. 0

8, + 18. 0

9. 0 19. +

10. + 20. +

-6-
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FRINGE BENEFITS -- Introduction

You will be requested to write a short report on each of the areas covered

in this LAP. Detailed instructions for each will be provided.

The experiences provided in this package will help you acquire a

practical understanding of employee fringe benefits that are generally

taken for granted.

Most workers just accept these benefits, but do not investigate them in

detail until the benefit is needed or otherwise used by the worker.

This LAP will provide an opportunity for you to investigate four (4)

aspects of employment that are considered fringe benefits. Some

fringe benefits are financed jointly by the employer and the employee,

some by the employer alone and some benefits are paid wholely by the

employee.

As you complete your short reports, please retain them to be handed

in with the completed LAP pages, with instructions and outline subject

headings provided.

-7-
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FRINGE BENEFITS -- An Investigative Report

This LAP will provide an opportunity for you to acquire a practical
understanding of employee benefits that are generally taken for
granted. Most workers just accept these fringe benefits, but do
not investigate them in detail until the benefit is needed or otherwise
used.

This LAP consists of four (4) activities which involve your writing a
report for each activity. Instructions will be given later on how
to organize and write the reports.

The following general areas will be covered by this package of in-
struction.

1. Unemployment Insurance

2. Workmen's Compensation Insurance

3. Credit Unions

4. Social Security

It will not be necessary to take this LAP apart to complete it.
Pages with ample space provided are included where you may complete
your assignments.

This activity provides an opportunity for you to become better
acquainted wIth agencies in the community that have a direct
relationship with you as a result of your being employed. This
will be one of your more interesting experiences in Work Experience
Education during the school year.



UNEMPLOYMENT INSURANCE

Department of Human Resources Development

Visit your local office of HRD. Report to the Unemployment

Insurance Section and request a counseling interview with an

Employment Counselor.

Ask for detailed information related to the completion of an

application for unemployment compensation and practices relating to

how compensation is received upon approval of a claim.

While visiting this department request information pertaining to

the functions of the whole department and their responsibilities

that are carried out as a state agency.

You will discover the HRD department has many responsibilities that

relate to the labor market and labor market information.

ASSIGNMENT

On the following page you are asked to write a report of your experiences

with HRD. To assist you in this assignment four (4) questions are

provided on the following page. Answer these questions in your own

words. This experience will assist you to remember the role played

by HRD, as well as provide an introduction to this agency in case

their services are needed by you at a future time.



I

QUESTIONS CONCERNING HRD

10 What services are provided for a person seeking employment?

2. Who is not covered by the unemployment compensation program of HRD?

3. How is unemployment insurance compensation financed?

4. How can HRD assist you to determine what type of job you are
best suited for?

-10-



WORKMEN'S COMPENSATION

Ask your employer what his Workmen's Compensation Insurance rate is
for three different job classifications, including your assignment.
List these classifications with their corresponding rates. Your
employer should be able to explain the reasons for any variations that
exist in rates for different job classifications. (List classification
and rates at bottom of page).

Utilize the enclosed form, Supervisor's Report of Accident, on page 12
to role play reporting an accident. Assume you are a department
supervisor. One of your classmates is role playing that he has been
injured on the job while a member of your department. Complete the
Supervisor's Report of Accident.

Now, role play another aspect of accident reporting. You are the
day-shift foreman. You have received the Supervisor's Report of Accident
completed in the previous paragraph.

Use the Employer's Report of Industrial Injury on page 12 to gather
the information necessary to report the accident to the State
Compensation Insurance Fund. Since this is a hypothetical situation
you will need to obtain additional information from your classmate
that would normally be available from the personnel department of the
firm where you are employed.

This form is normally completed and submitted in duplicate to the
State Compensation Insurance Fund within 24 hours of the time the
accident occurred.

ASSIGNMENT

Answer the four (4) questions on page 14 to illustrate what you learned
about Workmen's Compensation rates as a result of this assignment.

Complete the two official state forms, Supervisor's Report of Accident
and Employer's Report of Industrial Injury. Retain these completed
forms in your LAP. This experience should also make you more conscious
of accidents and their causes.

AFTER THOUGHT: Let's hope you will not fill out any more reports; for
real that is, and that none will ever be filled out for you.

1. Classification Rate

2. Classification Rate

3. Classification Rate

-11-



S
ORIGINAL-MAIN Of 'ICC COPY

SUPERVISOR'S REPORT OF ACCIDENT

Employer ..

Name of lnitired

Ago . .... . Married . ... Occupation .
A.M.

Dale of Accident . . . . 19 . Hour .......P.M.

Naturo of Injury

Who gave first aid. if any?...

Name and address of physician

A.M.
Dld injured leave work? . Date Time

A.M.
Did iniur,:d return to work? . Date Time P.M.

Was inlurod acting in regular line of duty? . .

Names of Witnesses

Whore and how did accident occur?. .....

What elope havo boon taken to prevent a similar occident ?

Date .. 19.. .

FORM 78

Sup.rwsor's Signature

STATE COMPENSATION INSURANCE FUND
525 GOLDEN GATE AVENUE

San Francisco 2. Calif.

-12-

11212 1.80 711111 TAW Q 'PO

345



Every quellion must he Answered
fully to avoid further corremond
once. FAILURE TO Ell I: IS A j

MISDEMEANOR SUBJECT TO
MAXIMUM FINE OF POO.
I Labor Code Sections 6407.6411 I

11" 1101/

STATE COMPENSATION P.O. Box 100
//0

Telephone: (209) 4664242
INSURANCE FUND Stockton, California 95201 1401 North Hunter Street

1. This form of report is tequried by the Deportment of Industrial Relations, Division of lobo? Statistics and Research. Send in DUPLICATE to STATE COMPENSATION
INSURANCE FUND who will report to the Division for you. Make and retain a copy for your file.

2. FATAL or SERIOUS injuries must be reported IMMEDIATELY by telephone or telegraph ond on this form in DUPLICATE to the STATE COMPENSATION INSURANCE
FUND, who will report to the Division of tobor Slcdislics ond Research os required of you by law.

EMPLOYER'S REPORT
OF

INDUSTRIAL INJURY

STATE OF CALIFORNIA

DEPARTMENT OF INDUSTRIAL RELATIONS
DIVISION OF LABOR STATISTICS AND RESEARCH

EMPLOYER
full woo. of Willy ip.iiii%

ou Pohl!. al Soltillt 1111111I

1. Name
I What .1.1.1Ylooeot employed Injured. eft, 11.1.11a.
Finn Al hoed liPitrlit Nn. I. ShrrIlY. I: . err

2. Office address li,":11111. 1.1r.X.;"

3. To what fond on auditor's hooks were inpired's wages charged'

DIVISION

(Tel. Ni, )

DO NOT WRITE
IN THIS COLUMN

Case No.

INJURED EMPLOYEE
4. Name.... .... nr Na. ttotn. toitial . . . . .t a t , Nam. (Tel. No.)
5. Address troy nr

Toon) Zip
6. Age.. . ...... 7. Sex : Check I V ) Male.... ........ Female 8. Check ( V ) Married Single

tibiae nay.9. Wi irked . hoots per day for :1.'.;;1 . ....days per week. 10. Rate of pay when injured $ per 'Week. Moniiii

I. If hyoid. lodging. or other ad% :images furnished in addition to wages. give estimated value $ per day, or $ per week.

Social Security No

ACCIDENT
INo. mot telly or12. Place of accident Street) 'Mtn) Ionnty)

Of
II. On employer's premises If.,

.. ..... . 14. Department

15. Date of accident 16. Hour of day.... ... .A M. /I' M. 17. Did injury result in disability beyond day of
accident' 1...,,n? .... . 18. If yes. give date last worked 19. \Vas injured paid in full for
this day' II;Vo" 20. If injured in a mine. check ( V ) accident location: Surface....... Mill....... Underground Shaft

CAUSE OF ACCIDENT
21. Occupation hob title) 22. How long employed by you at this

owipatom" Cl... k ( V) Less than 6 months 6 n the to 2 years.......: over 2 years 23. What was employee doing when
e y .011 as. 1...tine mirk orrynolneaccident ,n rimed' -11.11'17.;:,.....b;11,..floiiii. dirt, %thane toun rir

lio.orllo. fatly Ilitv the 'Not") nrtsnn 1,11, vice NTfl1 k. Mr : nhe sit24. 11"w doll the A. 1 'dent 11.1111110 fione....vorlionloe n, ai.1.1. Of t.... altar old of mow) for addhlnnal (pi.)

25. What too. him% 1dt f., f or elitIN't delsrly coon,, ted with the .irculetit" 'Nan"' "7"1' ill*"1"".elm head. hih letehroll

Emploter No.

Industry

Age

See and Marital
Smut

IsIte If26. I I Lino al apparatus for s dilt. SVIlat. part of it intni. tit )
27. Weir mech. al guards. or other safeguards provided" 28. Was injured using them?"ant

ISOMr it. verlfh.111,11111%, nir .6 MS) ran he taken mplo.... amt arMrr.29. What do you recommend for preventing this type of accident? -Hy helot mon. revrral Spotty .011. 0101114 tor Idmil.1 not h. ,lotir 1

NATURE OF INJURY AND PART OF BODY AFFECTED
ott..tette to +tall Mr nailer. of ob Injury am) nor part of Um lowly affertrot For rteelpte: ansontellon

30. .1 rlotIll Ithlr, into. .1 .moot iolot, firm Imo for rib,. 1410 loolIWOolloo:. d.rmaittl. of left hand, eft )

N.Ilow mid Ail., ss I.1

12. N011ir and addle., of hospital

U. Has employee returned to work? 1 v!.1,`,1'r . 34. If yes. give dafe
16. 1 HA Minty ttat In death" 's1:., ". 17. If yes. give *late
18. :Ise of death, give mime and address of neatest relative

35. At what wage? S per.

Weekly.Tfine

19. l hl ii-ttrIst' and add' e...es witto-551
or *eel 141 sir 1(1), .letII. rnolort.1.81140. Check V whether 1111,If WI III roil, ((Het t employ j etrirloyed by toil:UM ("I IL I

41. \ \A% 111111[1rd t III .1111r of ra.pinymcnt7 .... . 42. Last rlAte (sir WIWI) iliplred was paid . .

Off eh, .. 41.1 "I' Oino
41. l).sta: you wet. 1111..roned inIllty 44. Was another person responsible? .... ado of rnor.r.. and A.lalhl

County

Accidc.t ant

Occuparion

Accident TsPe

USE REVERSE SIDE FOR Signed by .

Ito:port at ,.I Ile Sterna In Ink tn. an AntImirlertt (Met rFURTIIER PARTICULARS Report Lag
Title.... Date

PLEASE REPORT All INJURIES (no matter how trivial) WITHIN 24 HOURS. BENEFITS CANNOT BE PAID WITHOUT THIS REPORT.
!CIF r 011%. sI lminclr, £61 Ng ,rev 6,11 DO NOT WAIT FOR DOCTOR'S REPORT 13 346 Coded by

FILING OF THIS REPORT IS NOT AN AD ISSION OF LIABILITY

Agenrs

Agency Part

Mech. Defect

tinsel.. A,.

Personal Defect

Nature of lniury

Location

Earent of Injury

I fillUrIFICIr Carrier



QUESTIONS PERTAINING TO WORKMEN'S COMPENSATION

1. Why do Workmen's Compensation Insurance rates vary from one job
classification to another?

2. List three situations which may result in an employer being
penalized as a result of an injury on the job.

1.

2.

3.

3. What procedure is used to file a claim for compensation under
Workmen's Compensation Insurance?

4. How is the doctor selected for an injured employee to be sent to?



CREDIT UNIONS

Ask your employer if the services of a credit union are available to

his employees.

If the firm where you are employed does have a credit union, make

arrangements to visit the credit union office to gather as much

information as possible can cerning their services.

If your employer is not associated with a credit union, you are

requested to seek out a credit union and obtain the information

called for on the next page. All credit unions are anxious to promote

their cause.

Discuss with your employer the possibility of his firm becoming

associated with a credit union. Many credit unions are very broad

in scope as to who is eligible for membership. Others are wholely

within one company or organization. Some credit unions operate on

an area basis. For those so organized, anyone living in the area

served by the credit union is eligible to join.

-15-



ASSIGNMENT

Compare the total cost of borrowing $500 from the Credit Union to
borrowing the same amount from an independent loan company. List
the costs on the budget spaces below by placing the credit union
cost on the right and the independent loan company costs on the
left. Also list on the following page any fringe benefits provided
by these sources of funds when you borrow money.

Assume a purchase of an automobile for $750. You have saved $200 that
you will use as a down payment.

Loan Company Costs

Principle borrowed $500.00

Interest charged to
pay back $500 loan
in 24 equal payments

Cost to write the
contract

Total amount to pay
the Loan Company
(Add above figures
together)

Credit Union Costs

Principle borrowed $500,00

Interest charged to
pay back $500 loan
in 24 equal pay-
ments

Cost to write the
contract

Total amount to pay
the Credit Union
(All above figures
together)



I

.

QUESTIONS CONCERNING CREDIT UNIONS

1. Did it cost more or less for you to pay for your car when
you used the private loan company?

(Circle correct answer) More Less

Total cost to borrow from a loan company

Total cost to borrow from a credit union

2. List up to four of the fringe benefits provided to persons who
borrow money by each of these lending agencies.

Loan Company Credit Union

1. 1.

2. 2.

3. 3.

4. 4.

-17-
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4
SOCIAL SECURITY ADMINISTRATION

This agency is a Federal Agency and is responsible for administering
the program entitle O.A.S.D.I. as well as a retirement system.
This abbreviation stands for Old Age Survivors Disability Insurance.

ASSIGNMENT a.

You are required to visit the local office of the Social Security
Administration. Ask an interviewer to discuss the benefits of this
program as they pertain to RETIREMENT and DISABILITY INSURANCE.
Write a brief report of the information you have gained in the
indicated areas below:

1. RETIREMENT:

2. DISAFILITY INSURANCE:



ASSIGNMENT #2

Write your Social Security number in the following spaces.

Now, examine your last check record that was attached to your pay
check. Check the figures on the record to determine if any
money was withheld from your earnings.

If no deductions are being made from your earnings, you must ask
your sponsor why there is no deduction for Social Security.
Write his answer in the space below.

No pay is withheld for Social Security because:



ASSIGNMENT #3

If there are deductions being made from your earnings, you are
required to itemize them in the spaces below.

Your sponsor will be glad to discuss this subject with you.

1.

2.

3.

5.

Deductions From Earnings



I

4r.

-4

i7,0ST TEST INSTRUCTIONS

You are now ready to take the POST TEST of this Learning Activity
Package. This test is a True-False activity. You are to mark
True answers with a "+" and False answers with an "0". You must
mark at least 17 of the 20 questions correctly in
order to pass this test.

After you have taken the test, turn to the Test Key on page 24
and check your answers. Correct any mistakes you have made on
your test answers.

This LAP has now been completed. Please assemble all pages of
the activity into correct numerical order and return to your
Work Experience Education Coordinator.

-21-
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Name

POST TEST

Date

The following True-False questions pertain to fringe benefits that
are provided or available for employees. You should be able to
answer 1 of 20 correct. (Mark your answers (+) for True and(0)
for False).

1. Credit unions are required to keep their excess money in banks.

2. All aspects of management, operation and policies of credit
unions are determined by the members of the organization.

Even though a credit union does business it does not, at
any time, show a profit.

4. The Board of Directors of a credit union has the power to .

approve or disapprove loans to nonmembers.

_____5. A member of a credit union may have a joint account in the
union with his wife.

6. The Board of Directors of a credit union are voted into
the position by the general membershop.

7. Unemployment Compensation claims for benefits are accepted
only during periods of high unemployment.

8. If you apply for unemployment compensation and there is a
job opening for which you qualify, you may be sent to an
employer for a job interview.

Departments of Human Resource Development do not place
minors on jobs.

10. HRD makes special efforts to assist persons who are physically
or mentally handicapped to find employment.

-22-



I POST TEST -- CONTINUED

11. Disadvantaged persons are assisted by HRD and are referred
to jobs for which they are qualified.

12. All current earnings must be reported when a claim is
submitted for unemployment compensation.

13. If a person purposely makes a false statement or fails
to report an important fact on an unemployment claim, he
may be punished by either a fine or imprisonment or both.

14. Unemployment compensation is financed by employers through
a tax on payrolls.

15. Social security withholding payments are made only by
employers.

16. Disability benefits under social security can begin soon
after the disability occurs, regardless of the age of the
person insured.

Medical attention provided by your personal medical doctor
is not an allowable cost under Workmen's Compensation
benefits.

18. An application for Workmen's Compensation benefits can be
filed anytime up to 2 years from the date of the injury.

19. Employers who do not carry insurance for Workmen's Compensation
may be penalized for not carrying this type of insurance.

20. Under certain circumstances, an employee may recieve a
permanent disability rating under Workmen's Compensation
and could receive a pension for the remainder of his life.

-23-
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POST TEST KEY

1. 0 11. +

2. + 12. +

+ 13. +

4. 0 14. +

5. + 15. 0

6, + 16. +

7. 0 17. 0

8c + 18. 0

9. 0 19. +

10c + 20. +

24
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LAP Prepared By: D. Gene Davis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 5.3 Assume adult roles and responsibilities in
a selected career

Performance Objective: 5.3.1 After assuming an adult role in
your selected career, list those responsibilities which are
required for your successful performance at your job station.
List responsibilities which are new to you and relate how your
own personal experiences can reinforce job responsibilities to
insure success at work.

NOTE TO THE STUDENT

By the time you complete this LAP you will be able to:

1. Identify and define at least ten (10) responsibilities
that are important to you in your current job station,
selected career, and in your related vocational classes.

2. Identify strengths and weaknesses in each of these
responsibilities.

3. Develop a personal improvement plan for yourself in
the area of the responsibilities that possess weaknesses.

RATIONALE

This LAP will assist you to analyze your personal responsi-
bilities to relate them to your present vocational prepa-
ration, your current job station, and to your selected
career; and to examine ways to strengthen the personal
responsibilities that are important to success in your
current and future education and career plans.

DIRECTIONS

In this LAP you will identify and define at least ten (10)
personal responsibilities that are important to success in
your current work experience job station, your related
vocational class, and in your selected career; analyze
your personal strengths and weaknesses in each of these
items; and prepare a plan for self-improvement.
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PRE-TEST

1. Identify ten (10) personal responsibilities that are necessary
for success in your selected career.

(a) (f)

(b) (g)

(c) (h)

(d) (i)

(e)_ (j)

2. How would you relate the above personal responsibilities to your
related vocational class and to your current job station in
terms of importance?

3. List your personal strengths and weaknesses related to your
answers in Pre-Test item #1.

4. Identify your personal improvement plan for strengthening these
responsibilities that you have iderltified as weaknesses.

-2- as9
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Pre-Test (continued)

5. Identify five (5) personal responsibilities that an employee
should possess in order to be considered for promotion.

(a)

(b)

(c)

(d)

(e)

-3- 360



PRE-TEST (Scoring Key)

1. Answers will vary.

Sample: Properly groomed
Neat
Loyal
Etc. (See rating sheet - others may be accepted,

pages 7 and 8)

2. Student will describe the personal responsibilities necessary
for success in his vocational class and his current job station.

3. Answer will very according to student's response to Pre-Test
question #1.

4. Student should identify his personal improvement plan.

5. Answers will vary.

Sample: Diplomatic
Take initiative
Etc. (See Taking Stock of Myself - pace 9 --

Others may be accepted.)

Evaluative Criteria: If student cannot complete all six (6)
items to the satisfaction of his
Coordinator, he should complete this LAP.

4 361



LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #1. An employer often says that personal responsibilities
are the most important for job success and being
promoted in his business. These items include both
mental and physical responsibilities. Many of these
responsibilities are thought of as habits which we have
that we do not even think about as we go about our daily
lives. They are difficult to teach to someone, and are
often harder to learn. The PERSONAL RESPONSIBILITIES
FORM lists some of these important attitudes, feelings,
values, habits, and qualities that are necessary for
success in employment and in successful career exper
iences. On the blank lines, write a brief definition
for each of the items on the list. There are others
that you might want to add on the blank line.

ACTIVITY #2. The PERSONAL RESPONSIBILITIES FORM (pages 7 and 8)
has three (3) columns marked "Vocational Class,"
"Current Job Station," and "Selected Career."
Using an (X) mark, indicate each of those items on
the list that you feel is important to satisfactory
performance in your related vocational class at
school. You may leave out any items that you do not
feel are important.

In the columns marked "Current Job Station" and
"Selected Career," mark each of the items that you
feel are important for success of these experiences.

ACTIVITY #3. The form titled TAKING STOCK OF MYSELF (page 9)
is to be used to help you analyze yourself as you
think your current sponsor sees you. Using the
personal definitions that you developed for each of
the words and phrases in Activity ;Yl, rate yourself
as you now are in each of the areas by circling one
number for each item on the list.



ACTIVITY #4. For each of the items that you have rated yourself
with a "4" or "5," prepare a brief statement on
how you can improve yourself on the form titled
PLAN FOR IMPROVEMENT, PAGE 10.

ACTIVITY #5. Ask your sponsor to review your personal ratings
and discuss any differences in opinion with you.
Chance the ratings according to your agreement.
Co over your PLAN FOR IMPROVEMENT with the supervisor
and have the forms signed by your vocational instructor,
sponsor, and Work Experience Education Coordinator.



PERSONAL RESPONSIBILITIES FORM

Physical and Appearance

VOCATIONAL
CLASS
(x)

CURRENT
JOB

STATION
(x)

SELECTED
CAREER

x
Properly groomed

Neat

Clean

Pleasant Voice

Dress Appropriately

Generally Healthy

Attitudes and Feelings

Cheerful

Cooperative

Determined

Diplomatic

Enthusiastic.

Loyal

Optimistic

Patient

Poised

Resourceful

Sensitive

Sincere



PERSONAL RESPONSIBILITIES FORM

Miscellaneous Qualities

VOCATIONAL
CLASS
(x)

CURRENT
JOB
STATION

(x)

SELECTED
CAREER
(x)

Take initiative

Show leadership potential

Comply with rules & regulations

Have regular attendance habits

Follow directions -

Concentrate on the job

Do work thoroughly

_

Can be relied upon

Remember well

Am on time

Am honest

Demonstrate respect for others

Tolerant of others

Have high accuracy standards

Work with good speed

Complete assigned tasks
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TAKING STOCK OF MYSELF

NAME DATE

Excellent] Satisfactory
Need

Improvement
Physical and Appearance

1 2 3 4 r
,

I am:

Properly groomed
Neat 1 2 3 4 5
Clean 1 2 ,_ 3 4 5
Pleasant voice 1 2 3 4
Dress appropriately 1 2 3 4 5
'Generally healthy 1 2 3 4

Attitudes and Feelin^.s

1 2 3 4 5

I am:

Cheerful
Cooperative 1 2 3 4 5
Determined 1 2 3 4 5
Diplomatic 1 2 3 4 5
Enthusiastic 1 2 3, 4 5
Loyal 1 2 3 4 5
Optimistic 1 2 3 4 5
Patient 1 2 3 4 5
Poised 1 2 3 4 5
Resourceful 1 2 3 4 5
Sensitive 1 2 3 4 5
Sincere 1 2 3 4 5

niseellaneous Nalities

1 2 3 4
r
,

I:

Take initiative
Show leadership potential 1 2 3 4 5
Comply with rules and regulations 1 2 3 4 5
Have rer:ular attendance habits 1 2 c. 3 4 5
Follow directions 1 2 3 4 5
Concentrate on the job 1 2 3 4 5
Do work thorour:hly 1 2 3 4 5
Can be relied upon 1 2 c. 3 4 5
Remember well 1 2 3 4 5
:an on time 1 2 3 4 5
Am honest 1 2 3 4 5
Demonstrate respect for others 1 2 3 4 5
Tolerant of others 1 2 3 4 5
Have high accuracy standards 1 2 3 4 5
Work with rood speed 1 2 3 4 5
Complete assirmed tasks 1 2 3 4 5

_

Sponsor

Vocational Instructor

Work Experience Coordinator



PLAN FOR IMPROVEMENT

NAME DATE

ITEM

Example: Prom.tness
Set personal clock 10 minutes ahead of actual time
Plan to arrive at ell appointments 10 minutes early

ITEM

ITEII

ITEM

Tr,.. m1.. .i. ,

SPOKSOR

111

-10-

COORDINATOR
VOCATIONAL INSTRUCTOR
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POSTTEST

1. Identify ten (10) personal responsibilities that are necessary
for success in your selected career.

(a)

(b)

(c)

(d)

(e)

(g)

(i)

(j)

2. How would you relate the above personal responsibilities to your
related vocational class and to your current job station in terms
of importance?

368
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IN/

4. Identify your personal improvement plan for strengthening these
responsibilities that you have identified as weaknesses.

5. Identify five (5) personal responsibilities that an employee
should possess in order to be considered for promotion.

(a)

(b)

(c)

(d)

(0)

12
369



POST-TEST (Scoring Key)

1. Answers will vary:

Sample: Properly groomed
Heat

Loyal
Etc. (See Rating Sheet - others may be accepted --

Pages 7 and 8)

2. Student will describe the personal responsibilities necessary
for success in his vocational class and his current job station.

3. Answer will vary according to student's response to Post-Test
question 4:1.

4. Student should identify his personal improvement plan.

5. Answers will vary:

Sample: Diplomatic
Take initiative
Etc. (See Taking Stock of Iyself - page 9 --

others may be accepted)

13
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I -DEAS

On the lines below, list a maximum of ten (10) of the most desirable
traits or habits that you observe among your fellow employees who
work with you and around you at your place of employment. These
things may or may not be on the list of things in this LAP. Share
your list of observations with your vocational class instructor,
Work Experience Education Coordinator, and sponsor, and discuss
your findings with them.

(a)

(b)

(c)

(d)

(e)

(f)

(C)

(h)

(i)

(j)

Cot permission to interview the person in charge of personnel or
hiring in the company for whom you work. Ask him the following
question: "What arc the five (5) most important characteristics
that an employee should have in order to be considered for a
promotion?" List your findings in the section below.

(a)

(b)

(0)

(d)

(0)
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I-DEAS (Continued)

Compare and contrast your personal career choice with another field
or area that is different from yours. Identify those adult roles
and responsibilities that are different from those you have identified
for your personal career objective used in this LAP.

Using the list of personal qualities on the PERSONAL RESPONSIBILITIES
FORM, list below those qualities and responsibilities that are new
to you since becoming involved in the Vocational Work Experience Program.
Discuss the list with your vocational Instructor and cork Experience
Education Coordinator.

Prepare a brief statement on each of the above items that tells
how your personal job c=neriences can reinforce the responsi-
bilities necessary for success on the job.

-15-
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LAP Prepared By: Norvin R. Spence

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 5.3 Assume adult roles and responsibilities in a
selected career.

Performance Objective: 5.3.1 After assuming an adult role in your
selected career, list those responsibilities which are required
for your successful performance at your job station. List
responsibilities which are new to you and relate how your on
personal experiences can reinforce job responsibilities to
insure success at work.

NOTE TO THE STUDENT

This LAP will provide an opportunity for you to utilize

personal experiences you have had to help insure success

at responsibilities required on your job.

RATIONALE

An employee should always utilize any resources available

to him to assist him to carry out the requirements of his

career station. This LAP provides a practical opportunity

to do this by the application of personal experiences to

new experiences that are required on the job.
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WORK EXPERIENCE EDUCATION -- CONTINUED

DIRECTIONS

The student is asked to select job responsibilities that

apply and are part of his assignment at his career station.

He will be provided a table of Job Responsibilities with

the opportunity to select those that are applicable to his

job situation and relate these to past experiences.

-2-



INTRODUCTION

Young workers in today's labor market will need to utilize every
technique at their disposal to compete with experienced workers
for opportunities to gain career on-the-job training.

Enrollees will be requested to assume adult roles and measure up
to adult responsibilities in their chosen career area. This
necessitates the student's acceptance of new challenges, the
assumption of new responsibilities and performance on-the-job
that will utilize all available experiences, past and present,
that the worker has in his possession.

The more closely past experiences can be made a contributing
factor to job success the greater the benefits that will accrue
in behalf of the young worker.

This LAP will provide an opportunity to gain or recall some
excellent ideas that will surely contribute to the young worker's
success on the job.

-3-
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PRE-TEST INSTRUCTIONS

The following list of job-related subjects pertain to Job
Responsibilities, Job Tasks and other Job-Related information.

The student is requested to read each of the 20 items and indicate
in the appropriate column whether or not the item is a Job
Responsibility. This assignment is carried out by placing a
in the YES column if it is a Job Responsibility and a inin
the NO column if it is not.

A passing grade on this test requires that all Job Responsibility
items be i/ checked in the YES column and those which are
not Job Responsibilities be pe'f in the NO column.

Upon completion of this Pre-Test, turn to the Pre-Test Key on
page and check your answers against the scoring key. If
you failed to properly mark all YES answers turn to page 8

entitled Instructions and finish the LAP as directed. If you
marked the answers correctly, return this LAP to your Work
Experience Education Coordinator and obtain the next assignment.

Definitions

Job Responsibility is considered to be an attitude or
behavior of a worker toward his employer, other employees
and to the job itself. It does not necessarily relate to
job skills or tasks carried out on the job. This term
refers more to those factors which are necessary and
contribute to success at the career station, not includ-
ing actually doing jobs.
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PRE-TEST

Item

1. Check in to work on time.

2. Repair a special item for a customer.

3. Follow directions as given on how to
do a certain job.

4. Get along with customers even if you
don't personally agree with them.

5. Cooperate with co-workers, as well as
with your employer.

6. Don't stretch your coffee breaks.

7. Insure that the quality of your work
meets the employers standards.

8. Develop the practice of being safety
conscious at all times.

9. Relate well with your job supervisor.

10. Complete assigned jobs on schedule.

-5-

379

'WO NEISD011010111Ly

YES NO



PRE-TEST - CONTINUED

Item

11. Notify your sponsor well in advance if
you will unavoidably be late or absent.

12. Notify your sponsor well in advance if
you will be late or absent as a result
of a school activity.

13. Develop sufficient self-confidence to
perform job tasks with a minimum
amount of supervision.

14. Go right to work as soon as you check
in.

15. Volunteer to work on weekends to
provide an opportunity for regular
employees to have these days off.

16. Wear clothes to school that are suit-
able to wear on-the-job.

17. Don't skip from task to task before
completing each as directed.

18. Be able to accept constructive
criticism on the job.

19. Be able to perform jobs in several
departments after you have been
employed for some time.

20. Be able to work rapidly on certain
jobs.

d00 nesponsica±mw

I YES NO

. ,

I



. 1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20,

PRE-TEST KEY

YES

le<

-7-
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INSTRUCTIONS

On the following page is a table that pertains to JOB
RESPONSIBILITIES.

The purpose of this table is to provide an opportunity for you to
recall various responsibilities that are required on your job and
for you to determine which of them are new experiences for you.
This will enable you to identify the new responsibilities and
organize a plan for self-development and improvement to utilize
these experiences to reinforce your success at work.

This assignment will be carried out as follows. You will find
four columnar headings:

(1) Job Responsibilities
(2) Required at My Job
(3) Required at My Job and a New Experience for Me
(4) Not Required at My Job

Under the heading, Job Responsibilities, read the first respon-
sibility entitled, Follow Instructions of my Supervisor. Decide,
as a result of your on-the-job experiences which column, (2), (3),
or (4), best fits this responsibility. Place a check in the
appropriate column opposite the statement.

Continue on through the twnety (20) Job Responsibilities. Upon
completion of this assignment, you will be able to see which
responsibilities are required of you, which are required and also
are new to you, and which do not apply to your situation.



Job Responsibilities
(1)

1. Follow instructions of my supervisor.

2. Relate well with customers.

3. Must be dressed and groomed to employers
satisfaction.

4. Must cooperate with other employees.

5. Accept constructive criticism on the job.

6. Be safety conscious at all times.

7. Complete assigned tasks before moving onto

another.

8. Quality of work must meet employers standards.

9. Complete assigned jobs on schedule.

10. Follow directions.

11. Provide attention to small details of assigned
tasks.

12. Do not waste time.

13, Must comply with definite time periods for
breaks.

14. Must make sound judgments on the job.

15. Report to work at employers designated time.

16. Correct mistakes rather than cover them.

17. Relate well with job supervisor.

18. Cooperate fully with employer or his representa-

tive.

19. Work under pressure when situation dictates.

20. Report to work on time.

-9- 38:1
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ASSIGNMENT

By referring to the Table on page _2_, select up to five (5)
Job Responsibilities (Column 1) which are Required at My Job
and a New Experience for Me. (Column 3). Write these Job
Responsibilities in the spaces provided at the top of the
following page.

On the space remaining on the following page, discuss in your
own words how personal experiences you have had in the past
can function to reinforce your ability to measure up to new
responsibilities you are assuming on the job.

By utilizing this technique, typing past experiences to new
responsibilities, you shouldbe able to more adequately, and
with a greater degree of success, meet your job requirements
with more skill and confidence.



1.

2.

3.

4.

5.

Five (5) Job Responsibilities Which Are Required

At My Job And Are New Experiences For Me

In the space below, discuss in your own words how you plan to
master these responsibilities even though they are new experiences
for you.



POST TEST INSTRUCTIONS

The following list of job-related subjects pertain to Job
Responsibilities, Job Tasks and other job - related information.

The student is requested to read each of the 10 items and
indicate in the appropriate column whether or not the item is
a Job Responsibility. This assignment is carried out by placing
a 1000 in the YES column if it is a Job Responsibility and a
100 in the NO column if it is not.

A passing grade on this test requires that all Job Responsibility
items be 1.../ in the YES column and those which are not, in the
NO column.

POST TEST

1. Cooperate wit
your employe

2. Don't stretc

3. Develop the p
conscious at

4. Repair a spec

5. Don't skip f.
completing ea

6. Volunteer to
provide an op
employees to

7. Complete assi

8. Be able to wo

9. Notify your s
you will be 1
a school acti

10. Be able to ac
criticism on

ITEM Job Responsibility

h co-workers, as well as with
.

your coffee break.

YES NO

ractice of being safety
all times.

ial item for a customer.

om task to task before
eh as directed.

work on weekends to
portunity for regular
have these days off.

gned jobs on schedule.

rk rapidly on certain jobs.

ponsor well in advance if
ate or absent as a result of
vity.

cept constructive
the job.
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POST TEST KEY

Upon completion of the Post Test, refer to the Key below and
correct your test.

If you failod to mark all of the 10 answers correctly, go back,
reread the questions and correct all answers.

This LAP has now been completed. You should assemble all parts
together in order by page numbers and turn it in to your Work
Experience Education Coordinator.

Post Test Key

1. YES 6. NO

2. YES 7. YES

3. YES 8. NO

4. NO 9. YES

5. YES 10. YES

-13-



I

I

I -DEAS

Utilize the subject areas of your table entitled JOB RESPON-
SIBILITIES on page 1.1 to discuss your progress with your career
sponsor.

Notice on the table on the following page, that your sponsor has
three (3) choices for his evaluation. These area (1) Performs
This Well (2) Needs Additional Experience (3) Does Not Apply.

After your sponsor has completed the evaluation, utilize the
remainder of this page to write a brief plan for those items
that were checked in column 2, Needs Additional Experience.

PLAN FOR SELF-IMPROVEMENT

That was a Great LAP

RIGHT ON::

-14-
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Date Student's Name

Please each item in the space provided that best represents the
student's performance at his career station. This form will provide
an opportunity for this worker to initiate a plan of self-improvement in
areas where this is needed.

Business Name

Job Sponsor's Name

1. Follow instructions of my supervisor.

2. Relate well with customers.

3. Must be dressed and groomed to employers satisfaction.

4. Must cooperate with other employees.

5. Accept constructive criticism on the job.

6. Be safety conscious at all times.

7. Complete assigned tasks before moving onto another.

8. Quality of work must meet employers standards.

9. Complete assigned jobs on schedule.

10. Follow directions.

11. Provide attention to small details of assigned
tasks.

12. Do not waste time.

13, Must comply with definite time periods for breaks.

14. Must make sound judgments on the job.

15. Report to work at employers designated time.

16. Correct mistakes rather than cover them.

17. Relate well with job supervisor.

18. Cooperate fully with employer or his representative.

19. Work under pre'ssure when situation dictates.

20. Report to work on time.

-15-
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LAP Prepared By: D. Gene Davis

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE #

Type of Work Experience Education: VOCATIONAL

Program Goal: 5.3 Assume adult roles and responsibilities in
a selected career.

Performance Objective: 5.3.2 Compare your present obligations
to those assumed by an employed adult. List five (5) adult
roles which will necessitate changes in your life style as
you assume responsibilities typical of your selected career
and other adult resnonsibilities.

NOTE TO THE STUDENT

By the time you finish this LAP you will he able to:

1. Identify at least five (5) personal responsibilities
that you now possess that will also be important to you
as vou assume responsibilities typical of your selected
career and other adult responsibilities.

2: Identify and define at least five (5) new responsi-
bilities that you as an adult will likely need that
you do not now have in your daily life.

RATIONALE

This LAP will help you to identify and evaluate some of the

important adult roles and responsibilities, and to formulate

a personal plan for assuming these new responsibilities as

these arise.

DIRECTIONS

In this LAP you will review the items identified and defined
in Vocational LAP 5.3.1; relate these items to your future
adult life responsibilities; and identify and define at
least five (5) new adult roles that you can anticipate
assuming in the future.

388



PRE-TEST

1. Identify five (5) personal responsibilities that you now
possess that will also be important to you in your selected
career and other adult responsibilities.

2. Identify five (5) new responsibilities that you as an adult
will likely need that you do not now possess in your daily life.

3. identify five (5) basic resource documents on the principles of
personal money management. (See attached Reading List on page 7.)



PRE-TEST (Scoring Key)

1. Sample Response:

Honesty
Loyalty
Initiative
Leadership (Answers will vary)
Cooperative

2. Sample Response:

Financial
Legal
Personal (Answers will vary)
Family
Social

3. See Reading List attached - page 7.

Evaluative Criteria: If the student cannot respond to all three (3)
items to the satisfaction of his Coordinator,
he should complete this LAP.



LEARNING ACTIVITIES AND RESOURCES

ACTIVITY #1. Review the items you checked in the column marked
SELECTED CAREER on your PERSONAL RESPONSIBILITIES
FORM in Vocational LAP 5.3.1. As you remember, these
are the personal things that you identified as applying
to your future selected career objective.

On the lines below, write down the five (5) most
important items from those you checked that you feel
will become a part of your adult responsibilities.
Give a one-or-two-sentence reason for each of your
choices.

ITEM:

ITEM:

ITEM:

ITEM:

ITEM:



ACTIVITY #2. Drawing upon your personal experiences and observations,
list five (5) new roles that you now feel the average
adult assumes that you do not now have in your daily
life. These new adult roles may relate to home life,
work, family, or a combination of all of these.

There are many different definitions of roles that
people play, and they often change as life situations
change. The following categories of adult responsi-
bilities may give you some clues to making up your own
definition of an adult role. (Example below*).

Categories:

* Social Financial
Legal Personal
Political Military
Family

NEW ADULT ROLE (*Sales Contract).

NEW ADULT ROLE

NEW ADULT ROLE.

NEW ADULT ROLE

NEW ADULT ROLE

*Example of legal category is Sales Contract.



ACTIVITY #3. Submit your notes on the new adult responsibilities
from Activity #2 to your related vocational class
instructor and/or Work Experience Education
Coordinator for review and discussion. Ask for help
and opinions on the categories that you found difficult.

ACTIVITY #4. Employers have identified personal money management
as a major responsibility for some of their employees
that can have serious effects upon their work and even
in keeping their jobs.

Choose at least one (1) reference from the READING
LIST and prepare up to a 50-word paragraph on some of
the principles of personal money management that were
referred to in the reading material.

PERSONAL MONEY MANAGEMENT.



Business Behavior
You ani Your Job

READING LIST

Fitting Yourself For Business
General Business For Everyday Living

Holding a Job
Changing a Job
Taking Stock
Keeping That Job
Understanding Consumer Credit

Getting Along With Others
Personality and Your Job
Your Attitude is Changing
Your Attitude is Showing
Guide to Good Grooming

Charm-The Career Girl's Guide to
Business and Personal Success

Executive Profile-A Young Man's Guide
to Business Success

Grooming Tips For a Secretary

Basic Princinles in Family Money and
Credit Management

How and Why of Banking

Managing Personal Finances

South-Western Publishing Co.

Gregg Div.-McGraw Hill Book Co.
11 11 11 11

Follett Publishing Co.

Science Research Associates

McGraw Hill Book Co.

VI

Calif. State Dept. of Educ.
Bureau of Business Educ.

National Consumer Finance Assoc.

Calif. Bankers Association

Prentice Hall

New York Times-Guide to Personal Finance Harper and Row

Personal Money Management

Using Our Credit Intelligently

When to Use Credit Instead of Cash

Secretaries on the Spot

Business Etiquette Handbook

American Rankers Association

Natl. Foundation for Cons. Credit

Wells Fargo Bank

National Secretaries Assoc.

Parker Publishing Co.



POST-TEST

1. Identify five (5) personal responsibilities that you now possess
that will also be important to you in your selected career and
other adult responsibilities.

(a)

(b)

(c)

(d)

(e)

2. Identify five (5) new responsibilities that you as an adult will
likely need that you do not now possess in your daily life.

(a)

(b)

(c)

(d)

(e)

3. Identify five (5) basic resource documents on the principles
of personal money management. (See attached Reading List on
page 7.)

(a)

(b)

(c)

(d)

(e)



POST-TEST (Scoring Key)

1. Sample Response:

Honesty
Loyalty
Initiative
Leadership (Answers will vary)
Cooperative

2. Sample Response:

Financial
Legal
Personal (Answers will vary)
Family
Social

3. See Reading List attached - page 7.

Evaluative Criteria: If student cannot respond to all three
(3) items to the satisfaction of his
Coordinator, he should repeat that
section of the LAP that is unsatisfactory.

-q-
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I -DEAS

Employers are always looking for new employees who are anxious to
improve themselves and to get ahead in their company through pro-
motion within the company. Using your material from LAPs 5.3.1 and
5.3.2, write up to a 100-word paragraph that identifies the most
important qualities that an employee should exhibit in order to
be considered for promotion from his current assignment to one with
higher pay and more responsibility.

GETTING AHEAD.

Choose any five (5) selections from the attached READING LIST.
Prepare a paragraph of up to 50 words on each selection that
highlights the most important point you learned from your reading
concerning your future career success.



LAP Prepared Bv: Norvin R. Spence

ORX EXPERIENCE EDUCATION
LEARNING ACTIVITv PACKAGE

Type of ork Experience Education: VOCATIONAL

Program Coal: 5.3 Assume adult roles and responsibilities in a

selected career.

Performance Objective: 5.3.2 Compare your present obligations

to those assumed by an employed adult. List five (5) adult roles

which will necessitate changes in your life style as vou assume

responsibilities typical of your selected career and other adult

responsibilities.

NOTE TO THE STUDENT

Men a student enters the work environment, he/she will need

to adont certain attitudes and practices that are common

among employed adults. The life style of the youth will

need to he adjusted to enable him to make these necessary

adjustments.

RATIONALE.

It is often quite difficult for young workers to adjust

to the demands of the work environment. This change

necessitates an adjustment if the new employee is to

successfully make the transition to the working world.

DIRECTIONS

The student will compare some of his present obligations to

those that are characteristic of fulltime employees at his

career station. Pe/she will concentrate on the development

of a plan to meet the changes that are necessary to adopt

several described adult roles.



INTRODUCTInV

Young nersons entering today's labor market will need to use every
asset at their disposal to successfully gain employment at a
career station of their choice.

As students enter the labor market, they must be prepared to accept
obligations which are new to them but are characteristic of those
commonly accepted by adults.

An opportunity to use past experiences, as well as present
obligations, helps the young person assume an adult role which is
available for all young workers. This Learning Activity Package
will provide an opportunity for the student to think through some
of his present ohligations and develop a plan to relate them to
the adult role he must be prepared to assume.



PRE-TEST

INSTRUCTIONS: On the following four pages are 15 questions.
These questions may he applied to your behavior at home or
at school.

After each question are four answers lettered A, n, C, and D.
You are to select the best answer by Placing a check (001 in
the space provided in front of the letter of that response.

If you score 13 of the 15 correct, as check against the
rre-Test Key on page 8, you may return this LAP to your
ork Experience Education Coordinator and request another
one. However, this test is only a representative sampling

1.

of information that is desirable to assist you in developing
attitudes and behaviors that will contribute to your personal
growth and maturity. The remaining portion of the LAP will .

also he quite interesting. You may wish to continue on with
this activity even though you passed the Pre-Test.



PRE-TEST

Name nate

1. What do you do if your class gets boring?

A. Be certain you have finished all of your assigned tasks.

B. Look around for other things to do.

C. Ask your teacher if you may take on more work.

D. Do all of these things.

2. If the people at school do not accept you right away, should
you let it get you down?

A. No. It takes time and some work to be accepted.

B. Perhaps. It may mean you won't be happy at this job.

C. Yes. Experienced students should accept new students.
If they do not, it is not a good place to Ro to school.

D. Definitely. Nobody can work where he is not wanted.

3. After an argument is settled, is it a good idea to harbor a grudge?

A. Yes. It helps you withstand your enemies.

B. Perhaps. You never.know-when you will want to start a fiRht.

C. Probably not. You can waste much time holding grudges.

D. Definitely not. You use up energy without accomplishing
anything.

4. Is it necessary to like everyone you meet?

A. You should like a person only if he is himself.

B. You should like only glamorous and successful people.

C. Try to find in each person you meet, finalities that you like.

D. It is important to like everybody.

-4- 4431
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5. That do you do when another student is grumpy or curt?

A. Ignore the mood and try to get the job done.

B. Don't talk to this person.

C. Laugh at the person.

D. Act the same way.

6. How can you learn to appreciate another student who is different

from you?

A. Forget it; you probably won't like him anyway.

B. Learn his good qualities and like him for them.

C. Pick a fight with him; like him only if he wins.

D. Compliment everything he does; then he will like you

7. How can you make the best use of supervision?

A. Forget what the supervisor tells you. It's unimportant.

B. Keep a written record of suggestions of supervisor.

C. Try to remember everything anyone tells you about your work.

D. Always have an answer. Defend yourself against criticism.

8. Should you "hutter up" your teacher?

A. Yes. It will help you get ahead faster.

B. Possibly. You two may become good friends.

C. No. It is insincere and it is hard on your teacher.

D. Definitely not. You do not want this class anyway.

-5-
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6. Some people have wronged fellow students because of differences
in race, sex, or religion. Is this a fair practice to follow?

A. It is all right in a free country.

B. It has been going on for centuries.

C. It is illegal and morally unfair to discriminate against
others on these grounds.

D. It is not a fair practice but little is being done to
change it.

10. now can you learn to be a good listener?

A. Pay strict attention to what the other person is saying.

B. Do not do much talking yourself.

C. Look directly at a person while he is talking.

D. Make tape recordings of important discussions.

11. Should you expect everyone at school to be and act exactly like
you?

A. Yes. Everyone in the same school should be alike.

B. No. Each person is different from everyone else.

C. Yes. This is the age of conformity -- everyone acts alike.

D. No. Older persons act differently from younger persons.

12. How can you learn to compliment others?

A. Think about how much better your work is.

B. Notice the abilities of others and praise them.

C. Help others when they make mistakes.

D. Laugh when someone compliments you.



13. When answering the *elt!.phone, what do you do?

A. ()uickly and politely write dawn the name and message of
the caller.

B. Get hold of the person who is being called, no matter
how long it. takes.

C. Take the phone off the hook to stop the ringing.

D. Conduct a pleasant conversation.

14. When answering the telephone, try always to have a pencil and
paper because:

A. You may need to write down an important message.

B. It's nice to be able to doodle while talking on the phone.

C. You may be asked to get some groceries on the way home.

D. You may want to jot down a note to a friend.

15. Pow should you act toward the people around you?

A. Keep out of their way.

B. "Live and let live."

C. Try to establish a feeling of good will.

D. Become everyone's best friend.

-7-
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PRE-TEST (Scoring Key)

1. D. If you think your class is boring, first be certain you
have done all of your assigned tasks; look around for other
things to do; then tell your teacher that you are ready for
more work.

2. A. If people at school do not accept you right away, do not let
it get you down. Being "one of the team" takes time, and
you have to work at it tactfully by being pleasant and not
"pushy."

3. D. After a disagreement is settled, you gain nothing by
harboring a grudge. In fact, when people remain angry,
they use much energy that otherwise could he used for
doing something useful.

4. C. Try to find qualities you like in each person that you meet.

5. A. When someone is grumpy or curt, try to ignore the mood and
go ahead and do the lob. Little can he accomplished by
ignoring the person or laughing at him; less if you match
his mood. You don't know what caused his attitude and the
best behavior for you is to go ahead and do the job as best
you can.

6. B. You can learn to appreciate another student who is different
from you by finding his good qualities and liking him for
them.

7. B. To make the best use of supervision, keep a written record
of suggestions for improvement provided by your supervisor.
Remember, a good supervisor is not picking on you, but is
trying to help you do your assignments better.

8. C. no not try to "butter up" your teacher because it is
insincere and you may make it hard for him/her to treat you
as a student.

9. C. It is illegal and morally unfair to discriminate against
people on the erounds of race, sex, or religious beliefs.

-8- 405



S lO. A. To learn to be a good listener, pay strict attention to

what the other person is saying. Clear your mind of other

thoughts and direct all of your energy to what he is telling

you.

11. B. At work, as in daily living, each person is different from

everyone else. Each acts as he does for his own reasons.

12. B. You can learn to compliment others by noticing their

abilities, things they do well, and praising their

accomplishments.

13. A. When answering the telephone, find out quickly and politely

who is calling and write down the information. As soon as

you can, find out the procedure you are expected to follow.

14. A. When answering the telephone, it is always a good idea to

have a pencil and paper available because you may need to

write down an important message such as an order from a

school administrator, instructions from your principal,

or even a message for the school student body president.

15. C. Try to establish a feeling of good will with the people

around you. If you are helpful and considerate of others,

they will usually act that way toward you. Your tasks

can be easier and your outlook may be brighter because of

the good will you establish.



ACTIVITY #1. On the following two pages is a form titled,
EMPLOYEE OBLIGATIONS. This form will be completed

by your career sponsor. He will mark each obligation
by indicating the Degree of Importance that should
be assigned to each statement.

Nfter completion of the form, you are to turn to
Activity #2 on page 13. You will receive instructions
on how the responses made by your sponsor can he
utilized to assist you to assume obligations and
responsibilities.

Your career sponsor may feel that all obligations
are Very Important. If this is so, ask him to star (*)
five or six that he feels are critical for his employees.
You will then have an opportunity to discuss those that
are considered as being more critical than others.



Student's Name:

Sponsor's Name:

Business Name:

EMPLOYEE OBLIGATIONS

Obligations of Regular Employees

Date:

Very Some Not
Important Importance Important

1. Always ready to accept constructive
criticism

2. Careful with materials and property

3. Safety conscious at all times while
on the job

4. Maintains very good attendance on
the job

5. Always gets along well with other
employees

6. Understands the reasons for the work
being done

7. Always observes company rules and
regulations

B. Pays attention to the details of
the tasks being undertaken

9. Possesses all skills needed to
complete job assignments

In. Minds own business while on the job

11
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EMPLOYEE OBLIGATIONS

Very Some Not
Important Importance ImportantObligations of Regular Employees

11. Quality of work is maintained at a
standard that is acceptable for the
finished product

12. Is always friendly with the employe!
or his representatives

13. Able to work unsupervised on most
job tasks

14. Seeks out new jobs to do when an
assigned task is completed

15. Is willing to accept dull, routine
assignments when requested to do so

15. Has a thorough understanding of most
processes the company is currently
completing or providing

17. Is always appropriately dressed to
work at assigned career station

18. Can understand instructions for
completing assignments without usinp
extra time to read directions

19. Has ample self-confidence to do the
job tasks assigned

20. Always observes company rules
concerning being to work on time

-12-
4C9



I ACTIVITY #2. Refer back to the form that was completed by your
sponsor. Select five (5) of the Obligations of Regular
Employees that your employer rated as being Very Important.
Write one of these statements on each of the five (5)
lines provided on the following two pages.

Write in your. own words how you will need to change your
life style to meet similar obligations as you enter
full-time employment.

Example: Obligation No. 3 - Safety conscious at all
times while on the job. (Write in your own
words how you will assume obligations to
become more safety conscious at your career
station, as well as during future employment.)



1. Obligation No.

ASSUMPTION OF ADULT OBLIGATIONS

2. Obligation No.

3. Obligation No.



e
4. Obligation No.

5. Obligation No.

-15-
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POST TEST

INSTRUCTIONS: On the following pages are 15 questions. These

questions may be applied to your behavior at home or at school.

You should also adopt each statement to your behavior and

attitudinal actions at your career station.

After each question are four answers lettered A, 13, C, and D.

You are to select the best answer by placing a check (Win

the space in front of that answer.

When you have completed this Post Test, turn to the Post Test

Cal on page 21 to check the answers you have marked. Each

answer has an explanation to clarify the reasoning behind the

selection of that specific answer. Correct any answers you

have missed.

You have now completed this LAP. Assemble all pages into

correct numerical order and turn them in to your Work Experience

Education Coordinator.

-16-
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POST TEST

Name
Date

1. What do you do if your class gets boring?

A. Be certain you have finished all of your assigned tasks.

B. Look around for other things to do.

C. Ask your teacher if you may take on more work.
---

D. Do all of these things.

2. Tf the people at school do not accept you right away, should you

let it get you down?

A. No. It takes time and some work to he accepted.

B. Perhaps. It may mean You won't be happy at this job.

C. Yes. Experienced students should accept new students.

If they do not, it is not a good place to go to school.

D. Definitely. Nobody can work where he is not wanted.

3. After an argument is settled, is it a good idea to harbor a grudge?

A. Yes. It helps you withstand your enemies.

R. Perhaps. You never know when you will want to start

a fight.

C. Probably not. vou can waste much time holding grudges.

D. Definitely not. You use up energy without accomplishing

anything.

4. Is it necessary to like everyone you meet?

A. You should like a person only if he is himself.

B. You should like only glamorous and successful people.

C. Try to find in each person You meet, qualities that you like.

D. It is important to like everybody.



5. What do you do when another student is grumpy or curt?

A. ignore the mood and try to get the iob done.

B. Don't talk to this person.

C. Laugh at the person.

D. Act the same way.

6. Now can you learn to appreciate another student who is different

from you?

A. Forget it; you probably won't like him anyway.

R. Learn his good qualities and like him for them.

C. Pick a fight with him; like him only if he wins.

D. Compliment everything he does; then he will like vou.

7. How can you make the best use of supervision?

A. Forget what the supervisor tells you. It's unimportant.

B. Keep a written record of suggestions of supervisor.

C. Try to remember everything anyone tells you about Your work.

D. Always have an answer. Defend yourself against criticism.

8. Should vou "butter up" your teacher?

A. Yes. It will help you get ahead faster.

R. Possibly: You two may become good friends.

C. No. I.t is insincere and it is hard on your teacher.

D. Definitely not. You do not want this class anyway.



9. Some people have wronged fellow students because of differences
in race, sex, or religion. Is this a fair practice to follow?

A. It is all right in a free country.

B. it has been going on for centuries.

C. It is illegal and morally unfair to discriminate
against others on these grounds.

D. it is not a fair practice, but little is being done
to change it.

10. Now can you learn to he a good listener?

A. Pay strict attention to what the other person is saying.

B. Do not do much talking yourself.

C. Look directly at a person while he is talking.

D. Make tape recordings of important discussions.

11. Should you expect everyone at school to he and act exactly like

you?

A. Yes. Everyone in the same school should he alike.

B. No. Each person is different from everyone else.

C. Yes. This is the age of conformity -- everyone acts alike.

D. No. Older persons act differently from younger rersons.

12. !low can you learn to compliment others?

A. Think about how much better your work is.

B. Notice the abilities of others, and praise them.

C. Help others when they make mistakes.

D. Laugh when someone compliments you.



I
13. When answering the telephone, what do you do?

A. Quickly and politely write down the name.and message of
the caller.

B. Get hold of the person who is being called, no matter
how long it takes.

C. Take the phone off the hook to stop the ringing.

D. Conduct a pleasant conversation.

14. When answering the telephone, try always to have a pencil and
paper because:

A. You may need to write down an important message.

B. It's nice to be able to doodle while talking on the phone.

C. You may be asked to get some groceries on the way home.

n. You may want to jot down a note to a friend.

15. 1'o should you act toward the people around you?

A. Keep out of their way.

B. "Live and let live."

C. Try to establish a feeling of good will.

D. Become everyone's best friend.

-20- 417



POST TEST (Scoring Key)

1. D. Tf you think your class is boring, first he certain you have
done all of your assigned tasks; look around for other things
to do; then tell your teacher that you are ready for more work.

2. A. Tf people at school do not accept you right away, do not let
it get you down. Being "one of the team" takes time, and you
have to work at it tactfully by being pleasant and not "pushy."

3. D. After a disagreement is settled, you gain nothing by harboring
a grudge. In fact, when people remain angry, they use much
energy that otherwise could he used for doing something useful.

4. C. Try to find qualities you like in each person that you meet.

5. A. When someone is grumpy or curt, try to ignore the mood and go
ahead and do the job. Little can be accomplished by ignoring
the person or laughing at him; less if you match his mood.
You don't know what caused his attitude and the best behavior
for you is to go ahead and do the job as best you can.

6. R. You can learn to appreciate another student who is different
from you by finding his good qualities and liking him for them.
Soon you will begin to appreciate his uniqueness.

7. B. To make the best use of supervision, keep a written record of
suggestions for improvement provided by your supervisor.
Remember, a good supervisor is not picking on you but is
trying to help you do your assignments better.

8. C. Do not try to "butter up" your teacher because it is insincere
and you may make it hard for him/her to treat you as a student.

9. C. It is illegal and morally unfair to discriminate against
people on the grounds of race, sex, or religious beliefs.

10. A. To learn to be a good listener, pay strict attention to what
the other person is saving. Clear your mind of other thoughts
and direct all of your energy to what he is telling you.



11. B. At work, as in daily living, each person is different from
everyone else. Each acts as he does for his own reasons.

12. B. You can learn to compliment others by noticing their
abilities, things they do well, and praising their
accomplishments.

13. A. When answering the telephone, find out quickly and politely
who is calling and write down the information. As soon as
you can, find out the procedure you are expected to follow.

14. A. When answering the telephone, it is always a good idea to
have a pencil and paper available because you may need to
write down an important message such as an order from a
school administrator, instructions from your principal, or
even a message for the school student body president.

15. C. Try to establish a feeling of good will with the people
around you. If you are helpful and considerate of others,
they will usually act that way toward you. Your tasks can
he easier and your outlook may be brighter because of the
good will you establish.



LAP Prepared By: Norvin R. Spence

WnRK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Education: VOCATIONAL

Program Goal: 5.4 Demonstrate job-entry level proficiency in a

selected career.

Performance Objective: 5.4.1 Demonstrate or give other satisfactory

evidence of job-entry level proficiencies you have acquired.

Incorporate these into a job application that could be presented

to a potential employer.

NOTE TO TUE STUDENT

For many people, a Personal Data Sheet or a Resume is

submitted with a job application. The young worker can also

enhance his job application by including evidence of job-

entry level proficiency in various skill areas. This LAP

will provide an opportunity for the student to develop this

evidence, and have it available if he needs it for an

attachment to a job application.

RATIONALE

Young workers can often enhance their chances to obtain

employment by demonstrating that they have acquired entry-

level skills. This is especially important when the skills

are required prior to emplovment.

DIRECTIONS

The student will be required to obtain satisfactory evidence

that he has developed adequate proficiency in entry-level

skills and is able to perform these skills as directed .on the

job.



INTRODUCTION

An opportunity will he provided for the worker to accumulate
lob-entry level skill information that can be used as a supplement
to an application for employment.

This will assist the young applicant to provide evidence that he
has adequate job-entry level skills to meet the requirements of
the position he seeks in his application. The application might
also be supplemented with a Personal Data Sheet or a Resume. The
potential employee should use anything at his disposal to inform
the employer that he has the lob-entry level skills that are
necessary prior to employment.

-2-



PRE-TEST

INFORMATION: This Pre-Test is designed as a teaching instrument
as much as a measuring device to determine the information
you have on the subject of applications and interviews. It

will provide an opportunity for you to utilize information
you have in your possession that pertains to techniques used
when seeking employment.

The test consists of fifteen (15) questions or statements
that pertain to applying for a job. Each one will contribute
to information and practices that are necessary for an
applicant to be successful in his quest for employment.

There are four (4) possible answers, lettered A, 11, C, and 1),

for each question. Answer the auestion by placing a check ()
in the space provided in front of the answer. The enrollee
must check 12 of the 15 questions correct to pass this test
and he exempt from continuing on with this LAP.

Please turn to the following page and answer the questions
or statements given in the Pre-Test. When you have completed
the Pre-Test, turn to the Pre-Test Key on page 8 and check
your answers. If you have at least 12 correct, turn in the
LAP. If not, begin the assignment which is on page V.
Instructions concerning the assignment will be found on that

page.



PRE-TEST

1. to selecting references, the persons not to include are:

A. Friends your on age.

B. Vocational teachers.

C. Local businessmen.

D. Guidance counselors

2. When applying for a job with a large or a medium-size
organization, the first person you see would probably be:

A. The personnel director.

B. The job interviewer.

C. The receptionist.

D. Your next boss.

3. How do you begin a job interview?

A. Start out by telling about yourself.

B. Begin by talking about the weather.

C. Praise something favorable that you have heard about

the job.

D. Wait for the interviewer to open the conversation.

4. How should you find out the name of the job interviewer?

A. Ask him when you first see him.

B. Find out before the interview.

C. Don't bother about finding out.

D. Wait to see if he tells you.

-4-
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5. During a job interview, you will be asked to state your

411 skills and experiences. You should:

A. Prepare a list of your skills and jobs held, including
dates of employment and duties performed.

B. Not worry. You will be able to recall all of your
abilities when the time comes.

C. Play it cool. Let the interviewer pry it out.

D. Not answer. Your talents aren't anybody else's business.

6. Before listing someone as a reference:

A. Obtain his permission, if it is convenient.

B. Obtain his permission, even if you have to go out of
your way to do so.

C. Assume that he would be willing to be listed as a
reference.

D. Obtain his permission and inform him each time you list
his name as a reference.

7. A good way to find a job is to:

A. Let your friends and family know you are looking for
a job.

B. Talk it over with a vocational instructor or guidance
counselor.

C. Keep checking the "wand-ad" sections of the newspapers.

D. Follow all of these steps.

B. it is important for you to learn the name of the job interviewer
because:

A. You may want to call him later.

B. You will know whom to see.

C. Everyone likes to hear his own name.

D. All of the above.

4k,
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9. When using references, always:

A. Ask permission beforehand of the people you want to use
as references.

B. Have the references' addresses with you.

C. Know how to spell the full names of your references.

D. Follow the suggestions given above.

10. A job application letter is addressed to:

A. The personnel director, or a box number if a want-ad
is answered.

B. Whom it may concern.

C. The president.

D. The name of the organization where you are applying.

11. Some of the personal traits that most job interviewers look
for are:

A. Dependability, promptness, and a neat appearance.

B. High intelligence, lively personality, and good looks.

C. A serious purpose and a straight face.

D. A happy-go-lucky outlook, someone who likes a good laugh.

12. If, during the interview, you are not offered the job, you
should:

A. Forget all about it.

B. Give up, and look somewhere else.

C. Ask the interviewer when you should call for his decision.

D. Ask for the lob.

-6-
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*

13. By knowing your strengths and your skills, you develop

self-confidence. This is important in Job hunting because

a self-confident person:

A. Is an optimist.

B. Is not shy. Be looks and acts as though he has
something to offer an employer.

C. Is not "smart - alecky" or superior.

D. Is all of the above.

14. People applying for a job often are asked to complete a

job application blank. This blank is:

A. Completed and mailed in before the interview.

B. Usually completed before seeing the interviewer.

C. rifled out and sent in later.

D. Written after you are hired.

15. When asked by the job interviewer, "What can you do?":

A. Impress the interviewer with your talents.

B. State your experience, such as other jobs you have had;

and your skills, such as typing.

C. Discuss your career goal.

D. Be modest and do not oversell yourself.
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PRE-TEST (Scoring. Key)

1. A. Do not include friends your age. 0th
and businessmen, are in a better p
about your abilities.

2. C. In a large or medium-s
you see will probab

3. D. Wait for

4. 8

5. A.

6. B.

the st

ers, such as teachers
osition to tell employers

ize organization, the first person
ly be the receptionist.

the interviewer to begin the conversation at
art of the job interview.

Find out the name of the job interviewer you are to see
before the interview. Ask the person who referred you,
such as your teacher or placement counselor, or call the
organization.

Prepare a list of the jobs you have held,
dates employed and the duties performed.
list of skills and knowledges acquired in
if you have not had experience related to

including the
Also, prepare a
vocational courses
the job sought.

Get permission from the persons you plan to list as
references, before doing any job hunting. Once you have
obtained permission, it is not necessary to do so each time
you use a reference. Usually, people are willing to be
listed as references and they will do their best for you.

7. D. Follow all of these steps. Until you locate a job, finding
it should be fuil-time work.

8. D.

9. D.

It is important to find out the name of the job interviewer
because you may want to get in touch with him later; you will
know whom to ask for when you go for a job interview; and
everyone likes the sound of his own name.

Follow the suggestions listed. Obtain permission from
those you want to list as references, before using their names
(this will also inform them that you are in the job market),
know how to spell their names correctly, and take their
addresses with you on job interviews.

10. A. A job application letter is addresseil to the personnel
director, or to a box number if you are answering a newspaper
want-ad.

-8-



11. A. Some of the personal traits job interviewers look for are
dependability, promptness, and a neat appearance.'

12. C. If you are not offered the job during the interview, don'tgive up. The interviewer may want to talk to others. Askwhen you might call him to learn of his decision. He may
say that he will get in touch with you, or he may give you
a definite time to call. Remember -- when the time comes,follow through!

13. D. A self-confident person has all of the traits mentioned. Heknows that if he is not sure of himself, the employer may
think he has nothing to offer. He is not conceited; he
just knows his abilities because he has put them in writing.

14. R. You are usually asked to complete the job application blankbefore seeing the interviewer. A job application is generallyfilled out by anyone applying for a job. It serves as the
starting point for the interviewer's questions.

15. B. State exactly the amount of experience you have had, such as
other jobs and your duties on these jobs: and give your
special skills, such as typing, driving a car, etc. To help
you remember, make a list of what you can do before you gofor the interview.
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ACTIVITY #1. The student-employee is requested to obtain information
from three (3) sources that will indicate what skills he
has in his possession, and his degree of competence in
each skill area.

When completed, the information provided by this assignment
can he an important asset to assist the student to upgrade

his employment position. The opportunity to demonstrate
one's competence in a skill area is extremely important,
especially if the applicant does not have a wide, varied
background of on-the-job experience.

The next best advantage to actually demonstrating your
skills is to have someone else testify in your hehalf
that you do have lob-entry level skills that are needed
prior to employment. This activity provides an opportunity

for you to do this.

Use the three (3) SKILL PROFTCIENCv REPORT forms on the following

three (3) pages to complete this assignment.

Ask your job sponsor, a past employer, a vocational teacher, or someone
else who can attest as to your job skills to complete these forms.
Spaces are provided for four (4) skills on each page. These are
available for the persons completing your forms, but it is not necessary
that they complete all of the four (4) skill areas.

You are to contact three (3) different persons, who will each complete

a form in your behalf.

Examine the following examples so you can explain to the persons you
contact how they should fill out the forms.

Degree of Length of

Skill Competence Experience

Example #1 Typing 45 wpm 3 semesters

Example #2 Service Station
Attendant

Serviced drive
quite well.

6 months

Example #3 Pickup and
Delivery

Fast, obeys laws,
no accidents

1 year (part-time)



SKILL PROFICIENCY REPORT

Name Address

Telephone City

Birthdate State Zip

This is to certify that the above-named applicant has demonstrated his/her
competence in the following skills while under my supervision.

1.

2.

3.

4.

SKILL

COMMENTS:

DEGREE OF
COMPETENCE

LENGTN OF
EXPERIENCE

DATE SIGNED

ORGANIZATION

Additional information may be obtained by calling Telephone No.



S POST TEST

INSTRUCTIONS: On the following pages are 30 statements. These

statements all concern job applications or job interviews. You

should look upon these as a learning activity; especially as you

check your answers for being right or wrong.

After each statement are four answers lettered A, B, C, and D.

You are to select the best answer by placing a check (Vt in the

space in front of that answer.

When you have completed this Post Test, turn to the Post Test

1 on page 19 to check the answers you have marked. Each

answer has an explanation to clarify the reasoning behind the

selection of that specific answer. Correct an" answers you have

missed.

You have now completed this LAP. Assemble all the pages into

correct numerical order, and turn them in to your Work Experience

Education Coordinator.

-14-
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POST TEST

1. In selecting references, the persons not to include are:

A. Friends your own age.

B. Vocational teachers.

C. Local businessmen.

D. Guidance counselors.

2. When applying for a job with a large or a medium-size
organization, the first person you see would probably be:

A. The personnel director.

B. The job interviewer.

C. The receptionist.

D. Your next boss.

3. How do you begin a job interview?

A. Start out by telling about yourself.

B. Begin by talking about the weather.

C. Praise something favorable that you have heard about

the job.

D. Wait for the interviewer to open the conversation.

4. How should you find out the name of the job interviewer?

A. Ask him when you first see him.

B. Find out before the interview.

C. Don't bother about finding out.

n. Wait to see if he tells you.



5. During a job interview, you will be asked to state your skills
and experiences. You should:

A. Prepare a list of your skills and jobs held, including
dates of employment and duties performed.

B. Not worry. You will be able to recall all of your
abilities when the time comes.

C. Play it cool. Let the interviewer pry it out.

D. Not answer. Your talents aren't anybody else's business.

6. Before listing someone as a reference:

A. Obtain his permission, if it is convenient.

B. Obtain his permission, even if you have to go out of
your way to do so.

C. Assume that he would be willing to be listed as a reference.

D. Obtain his permission, and inform him each time you list
his name as a reference.

7. 4 good way to find a job is to:

A. Let your friends and family know you are looking for a job.

B. Talk it over with a vocational instructor or guidance
counselor.

C. Keep checking the "want-ad" sections of the newspapers.

D. Follow all of these steps.

8. it is important for you to learn the name of the job interviewer
because:

A. You may want to call him later.

B. You will know whom to see.

C. Everyone likes to hear his own name.

D. All of the above.

-16-
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9. When using references, always:

A. Ask permission beforehand of the people you want to use
as references.

B. Have the references' addresses with you.

C. Know how to spell the full names of your references.

D. Follow the suggestions given above.

10. A job application letter is addressed to

A. The personnel director, or a box number if a want-ad
is answered.

B. Whom it may concern.

C. The president.

D. The name of the organization where you are applying.

11. Some of the personal traits that most job interviewers look
for are:

A. Dependability, promptness, and a neat appearance.

B. High intelligence, lively personality, and good looks.

C. A serious purpose and a straight face.

D. A happy-go-lucky outlook, someone who likes a good laugh.

12. If, during the interview, you are not offered the job, you
should:

A. Forget all about it.

B. Give up, and look somewhere else.

C. Ask the interviewer when you should call for his decision.

D. Ask for the job.

-17-
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13. By knowing your strengths and your skills, you develop self-
confidence. This is important in job hunting because a
self-confident person:

A. Is an optimist.

B. Is not shy. lie looks and acts as
to offer an employer.

C. Is not "smart-alecky" or superior.

D. Is all of the above.

though he has something

14. People applying for a job often are asked to complete a job
application blank. This blank is:

A. Completed and mailed in before the interview.

B. Usually completed before seeing the interviewer.

C. Pilled out and sent in later.

D. Written after you are hired.

15. When asked by the job interviewer, "What can you do?":

A. Impress the interviewer with your talents.

B. State your experience, such as other jobs you have had;
and your skills, such as typing.

C. Discuss your career goal.

D. Be modest, and do not oversell yourself.
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4 5-

POST TEST (Scoring Key)

1. A. Do not include friends your age. Others, such as teachers
and businessmen, are in a better position to tell employers
about your abilities.

2. C. In a large or medium-size organization, the first person you
see will probably be the receptionist.

3. D. Wait for the interviewer to begin the conversation at the
start of the job interview.

4. B. Find out the name of the job interviewer you are to see
before the interview. Ask the person who referred you, such
as your teacher or placement counselor, or call the organization.

5. A. Prepare a list of the jobs you have held, including the dates
employed and the duties performed. Also, prepare a list of
skills and knowledges acquired in vocational courses if you
have not had experience related to the job sought.

6. B. Get permission from the persons you plan to list as references,
before doing any job hunting. Once you have obtained permission,
it is not necessary to do so each time you use a reference.
Usually, people are willing to be listed as references and
they will do their best for you.

7. D. Follow all of these steps. Until you locate a job, finding
it should be full-time work.

B. D. It is important to find out the name of the job interviewer
hecause you may want to get in touch with him later; you will
know whom to ask for when you go for a job interview; and
everyone likes the sound of his own name.

9. D. Follow the suggestions listed. Obtain permission from those
you want to list as references before using their names (this
will also inform them that you are in the job market), know
how to spell their names correctly, and take their addresses
with you on job interviews.

10. A. A job application letter is addressed to the personnel director,
or to a box number if you are answering a newspaper want-ad.

-19-
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11. A. Some of the personal traits lob interviewers look for are
dependability, promptness, and a neat appearance.

12. C. If you are not offered the lob during the interview, don't
give up. The interviewer may want to talk to others. Ask

when you might call him to learn of his deciRion. He may

say that he will get in touch with you, or he may giye you
a definite time to call. Remember -- when the time comes,
follow through!

13. D. A self-confident person has all of the traits mentioned.
He knows that if he is not sure of himself, the employer may
think he has nothing to offer. He is not conceited; he lust
knows his abilities because he has thought about his strengths
and weaknesses. He can recall them because he has put them

in writing.

14. B. You are usually asked to complete the job application blank
before seeing the interviewer. A lob application is generally
filled out by anyone applying for a job. It serves as the

starting point for the interviewer's questions.

15. B. State exactly the amount of experience you have had, such
as other jobs and your duties on these lobs; and give your
special skills, such as typing, driving a car, etc. To help
you remember, make a list of what you can do before you go
for the interview.



LAP Prepared By Norvin R. Spence

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Educations VOCATIONAL

Program Goal: 5.4 Demonstrate job-entry level proficiency in a
selected career.

Performance Objectives 5.4.2 Obtain an evaluation from your work
experience education sponsor, identifying responsibilities
which you have met successfully, as well as areas which need
improvement in order to meet his standards for fel-time
employees.

NOTE TO THE STUDENT

This LAP will provide an opportunity for you to compare

your accomplishments on-the-job with how you see your-

self and how your sponsor views you as an employee.

It will also indicate areas which are seen differently

and provide an opportunity for you to develop a plan

for self-improvement at your job.

RATIONALE

Employees must measure as closely as practical to employer

expectations. The closer a worker comes to reaching this

standard the more valuable he becomes to the employer.

DIRECTIONS

An employee rating scale will be provided as a portion of

the LAP. Your sponsor and you will complete identical

scales with an opportunity for you to develop a plan

for self-improvement.
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GENERAL INSTRUCTIONS

This LAP will provide an opportunity for you to gain information
based upon a self evaluation activity and a similar evaluation made
by your sponsor.

Areas of concern on these evaluation forms pertain to traits
employers feel are important for success on the job.

To introduce you to this LAP, you will take a short Pre-test
which covers this subject area. The test consists of five (5)
True -- False questions of which you will need to score all correct
to be exempt from completing this LAP.

Turn to the following page and take the test, scoring True state-
ments with a " +" and False statements with a "0". Upon completion
of the test, turn to the last page of this unit and check your
answers against the Test Key.

If you did not make any mistakes, turn your LAP in and ask for the
next one. If you missed any questions, please turn to page 4 and
read the directions which explain the next phase of this activity.

Your Pre-test should be retained with the LAP.

-2-

439



PRE-TEST

Name Date

1. Most employers feel if an employee has the necessary
skills to do a job, that this is all that is expected
of him as a worker.

2. Getting along with others or having a cheerful disposition
do not apply in jobs where you do not have direct contact
with other employees.

3. Being on time is not too important if you can work fast
enough to catch up with other workers in a short time.

4. Most persons who lose their jobs do so because they do
not have the necessary skills to perform the tasks
required.

5. Attitudes toward the tasks assigned to you usually are
not important on routine, repetitive operations "that
you could practically do in your sleep."

-3..
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RATING SCALES

On the following two pages are two employee rating scales. One
is to be completed by you and one by your Work Experience Educa-
tion Sponsor, the person who is your actual supervisor at work.

Please ask him/her to complete the scale entitled "EMPLOYEE RATING
SCALE" and return it to you upon completion.

You are to fill out the scale entitled "HOW GOOD AN 'EMPLOYEE' AM
I?" Be sure to do this before your sponsor returns his scale to
you.

Upon return of your sponsor's completed scale, you will now have
two completed scales in your possession. Compare these scales and
note any discrepancies between your ratings and your sponsor's
ratings.

On page 7 you will find an assignment that related to these two
completed scales. Complete the assignment as directed.
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"BOW GOOD AN 'EMPLOYEE' AM I?"

Date Student's Name

This is a self-rating scale that was designed to provide an opportunity
for you to rate yourself, then compare your results to those provided
by your sponsor on a similar scale.

After you have completed, your scale, you may obtain the completed scale
from your sponsor. Information follows that will indicate how the
results of the two scales will be used.

The following traits were compiled from 25 employers of high school
students and dropouts. Each trait was felt to be very important as
a contributor to success on the job. After each trait, please place
an "X"' in the space that best describes you as an employee.

Ability to take instructions

Ability to learn

Attitude toward responsibil-
ities

Being on time

Getting work done (depend-
ability)

Having cheerful disposition

Ability to "not give up" on
long or difficult tasks
(persistence)

Quality of work done

Initiative

Good attendance

Getting along with others

Following rules & instruc-
tions (self-discipline -
cooperation)

Making good use of time
(not wasting)

Excel- Above Above Needs Im-
lent Avg. Avg. provement

-5-
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EMPLOYEE RATING SCALE

Date Student's Name

Your rating of the above student employee will be used by him to
develop a self-improvement program, the results of which will be
applied on-the-job. He is completing a scale that is identical in
content to your scale.

The student has been instructed to compare your results with his
results and develop and implement a plan for self-improvement.

The following traits were compiled from 25 employers of high school
students and dropouts. Each trait was felt to be very important as
a contributor to success on the job. After each trait, please place
an "X" in the space that best describes this student employee.
Please base his ratings as if he were an entry level employee at
his current career assignment.

Ability to take instructions

Ability to learn

Attitude toward responsibil-
ities

Being on time

Getting work done (depend-
ability)

Having cheerful disposition

Ability to "not give up" on
long or difficult tasks
(persistence)

Quality of work done

Initiative

Good attendance

Getting along with others

Following rules & instruc-
tions (self-discipline-
cooperation)

Making good use of time
(not lasting)

Excel- Above Above Needs lm-
lent Avg. Avg. provemant
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ASSIGNMENT

Compare the markings on your rating sheet with those of your
sponsor. If you find any discrepencies between the two scales,
you are to develop a plan on the following page to improve your
job-related attitudes and activities that will make you a better
employee.

After you have developed this plan, discuss it with your job
sponsor. If he makes any additional suggestions for improvement,
add these to the end of your report in the space provided.

The following page has been designed for your convenience to
complete this assignment. Upon completion of this activity,
place the Evaluation Page with the other LAP pages and turn to
the instructions pertaining to the Post test on page 9.



EVALUATION OF Er EMPLOYEE RATING SCALE

Date Name

I plan to improve my job-related attitudes and activities as
noted below:

Additional suggestions for improvement made by my job sponsor.
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POST TEST INSTRUCTIONS

The bottom portion of this page consists of a Post test to measure
understandings you now possess as they relate to the traits used
on the Employee Rating Scales. This test consists of five (5)
True -- False questions. True statements should be scored with a
" +" and False statements with a "0".

After taking the Post to
LAP and check your anew
any questions, go back
correct your answer.

t, please turn to the last page of this
rs against the Test Key. If you miss

to the Post test, reread the question and

You have now finished the LAP. Assemble it with the pages in
numerical order, staple the pages together and turn it in to
your work experience education coordinator.

Name

POST TEST

Date

1. Most employers feel if an employee has the necessary
skills to do a job, that this is all that is expected
of him as a worker.

2. Getting along with others or having a cheerful disposition
do not apply in jobs where you do not have direct contact
with other employees.

3. Being on time is not too important if you can work fast
enough to catch up with other workers in a short time.

4. Most persons who lose their jobs do so because they do
not have the necessary skills to perform the tasks
required.

5. Attitudes toward the tasks assigned to you usually are
not important on routine, repetitive operations "that
you could practically do in your sleep."
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LAP Prepared By: Norvin R. Spence

WORK EXPERIENCE EDUCATION
LEARNING ACTIVITY PACKAGE

Type of Work Experience Educations VOCATIONAL

Program Goals 5.4 Demonstrate job-entry level proficiency in a
selected career.

Performance Objectives 5.4.3 Using the employee self-rating
scale provided, compare yourself to full-time employees at
your career station. Based upon the results of the scale
you have completed, list five (5) areas which you feel you
need improvement and develop a plan for implementation of
these needs.

NOTE TO THE STUDENT

This LAP will provide an opportunity for you to compare

yourself with a regular employee in twenty worker traits.

As you realize you have areas that could use some changes,

you will develop a plan to enable you to be a more valuable

employee.

RATIONALE

Since most businesses operate on a profit-cost basis, it

is logical that employers will keep employees that meet

their needs and make a profit for them. Those persons

who can most fully measure up to standards of the business

in the areas of Personality and Social Devolopment, Work

Habits and Skill Possession, as well as in Efficiency, will

generally be retained on the job.
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WORK EXPERIENCE EDUCATION -- CONTINUED

DIRECTIONS

You will be provided an opportunity to compare yourself

to.regular employees and develop and implement a plan

for personal improvement and development in the worker
.

traits you feel need strengthening.



INTRODUCTION

The development of job-entry level proficiencies in skills related
to a selected career is extremely important for new workers.

This LAP will introduce you tti several Worker Traits in the areas
of Personality and Social Development, Work Habits and Skill
Possession, as well as in Efficiency on the job. All of these
areas are very important for employees, in co-worker relationships,
as well as in employer-employee relations.

A sound method for the beginning employee to measure himself in
these areas is by comparison with regular employees. Admittedly,
many regular workers do not possess top standards in the Worker
Traits, but it is true that they are successful on the job to the
extent that the employer has retained them on the payroll.

With this thought in mind, turn to the following page and study
the Pre-Test Instructions.



PRE-TEST INSTRUCTIONS

The following questions are stated to provide an opportunity for
you to evaluate yourself and make a comparison between yourself
and regular employees.

The questions are to be answered either "YES" or "NO" by placing
a I/ in the appropriate column. When you have completed this
test, turn to the Test Key, which is the last page of tho LAP,
and correct your paper.

If you score 100% correct, you may turn this LAP in and be exempt
from completing it. If you did not answer all questions correctly,
turn to page 6 and read the instructions that pertain to the
next segment of this instructional unit.

-4-
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PRE-TEST

Have You Fully Develored Job -Entry Level Skills?

Question YES
.

NO

1. Do you feel you are able to work as well without
close supervision as most regular employees?

2. Do you observe company rules as well as regular
employees?

.

3. Are you as appropriately dressed and groomed,
for the tasks you are doing, as regular employees?

4. Does the quantity and quality of the work you
complete compare favorably with that of regular
employees?

5. Is your self-confidence on the job of a comparable
degree to that of regular employees?

.

-5-
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STUDENT SELF-RATING SCALE

Instructions for Completing

On page _7_, the following page, you will find a Student Self-
Rating Scale. The purpose of this instrument is to provide an
opportunity for you to compare yourself with regular employees
at your employers place of business.

There are twenty (20) Worker Traits listed. Will you please
__lee° each trait in the space provided to indicate whether
you exhibit the trait Less Than, Same As or More Than a regular
employee. You will need to visualize how you see your co -workers
in these trait characteristics and compare them with yourself.

Example: If you feel you have less Self-Confidence than a
regular employee, wethe first trait as Less Than.

If you have more Self-Confidence than a regular
employee, the first trait as More Than.



t
STUDENT SELF-RATING SCALE

Name

Worker Traits

1. Self-confidence

2. Accepts criticism

3. Safety conscious

4. Careful with materials and property

5. Quality of work

6. Understands reason for work

7. Seeks new tasks to do

8. Completes work on time

9. Respects supervisor

10. Cooperates with supervisor

11. Minds own business

12. Quantity of work completed

13. Appropriately dressed and groomed

14. Considerate of other workers

15. Acceptance of routine tasks

16. Ability to work unsupervised

17. Ability to understand instructions

18. Attention to details

19. Always observes company rules

20. Possesses all essential job skills

COMPARED TO A
TYPICAL REGULAR EMPLOYEE

Less Than Same As More Than

Scores Less Than Same As More Than

(Please indicate the number in each category)
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ASSIGNMENT

Select five (5) Worker Traits in which you have rated yourself

as Less Than a regular employee in the trait characteristic.

On the following page, space has been provided for you to write

a brief plan describing how you will improve and/or develop the

traits, hence bettering yourself as an employee in these job -

related skill areas.

As was mentioned in the Rationale on the Cover Page, employers

will generally retain those employees who most fully meet their

needs. The more fully you can upgrade yourself in the areas of

Personality and Social Development, Work Habits and Skill Posses-

sion, as well as in Efficiency, the greater your chances of being

retained as a regular employee.

Please turn to the next page and write your plan for upgrading

yourself in five (5) Worker Trait areas.



WORKER TRAIT AREAS THAT NEED UPGRADING

Worker Trait entitled

My Plan for Upgrading

Worker Trait entitled

My Plan for Upgrading

Worker Trait entitled

My Plan for Upgrading

Worker Trait entitled

My Plan for Upgrading

Worker Trait entitled

My Plan for Upgrading

-9-
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POST TEST INSTRUCTIONS

After completing the LAP, you should be more aware of the importance
of the part various Worker Traits play in good employer and employee
relationships.

Please take the Post Test to determine how you will rate yourself
in the five (5) Worker Traits given. Turn to the last page of the
LAP and correct any answers which are marked incorrectly.

This experience should have provided an opportunity for you to do
some "soul searching" and come up with some self-initiated ideas
and plans for self-improvement. Keep these twenty (20) traits in
mind; they are definitely bothersome areas for beginning workers.

POSTTEST

Have You Fulls Developed Job-Entry Level Skills?

Question YES NO

1. Do you feel you are able to work as well without
close supervision as most regular employees?

2. Do you observe company rules as well as regular
employees?

3. Are you as appropriately dressed and groomed for
the tasks you are doing, as regular employees?

4. Does the quantity and quality of the work you
complete compare favorable with that of regular
employees?

5. Is your self-confidence on the job of a comparable
degree to that of regular employees?



TEST KEY

To pass this test and to be exempt from completing this LAP,

you would need to have answered all questions with a mark in

the YES column.

If you didn't do so, please return to the test just completed,

reread the questions, and correct your answers.

Sorry About That::

After you have completed the Post Test, make sure all incorrect

answers have been corrected. Assemble the LAP together and

turn in to your Work Experience Education Coordinator.



t

I -DEAS

It could very well be to your benefit if you were to discuss this
Activity with your sponsor.

On the following page is a copy of the form, STUDENT SELF-RATING
SCALE. Show this to your sponsor and ask him to complete the
form by comparing you to regular employees.

After your sponsor has completed the rating scale, discuss it
with him, then complete the following assignment.

On the remaining portion of this page, write a report of your
sponsor's comparisons, including plans for implementing a self-
improvement goal.

MY SELF-IMPROVEMENT GOAL

-12-
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Business Name Date

Job Sponsor's Name

STUDENT ---- RATING SCALE

Name

Worker Traits

1. Self-confidence

2. Accepts criticism

3. Safety conscious

4. Careful with materials and property

5. Quality of work

6. Understands reason for work

7. Seeks new tasks to do

8. Completes work on time

9. Respects supervisor

10. Cooperates with supervisor

11. Minds own business

12. Quantity of work completed

13. Appropriately dressed and groomed

14. Considerate of other workers

15. Acceptance of routine tasks

16. Ability to.work unsupervised

17. Ability to understand instructions

18. Attention to details

19. Always observes company rules

20. Possesses all essential job skills

COMPARED TO A
TYPICAL REGULAR EMPLOYEE

Less Than Se A.s.t4oreThan


